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ABSTRACT 

The kit is designed for use Dy Australia^, classroom 
teachers of English as a Second Language (ESL) interested in mere 
detailed diagnoses of their learners* needs for reading and writing 
instruction, from beginning to advanced levels. It can be used at the 
outset of or during a course of study to give a detailed assessment 
of the learner's reading and writing skills and strategies, and to 
help teachers define appropriate learning objectives and evaluate 
learning. The core kit presents a brief rationale, descriptions of 
seven learner proficiency levels, separate outlines of suggested 
specific tasks and procedures for reading and writing assessment, and 
forms for recording information. The reading assessment section 
provides a lisc of possible reading tasks to be used in assessment, 
identifies reading skills and strategies used by readers, offers 
recommendations for test administration, including skills to watch 
for, and lists possible teaching objectives. The writing assessment 
section has a similar format. Each section includes a student 
assessment profile form. A glossary is aiso included. The support 
materials supplement the core kit by explaining more fully how 
assessment tasks can be selected, analyzed, and interpreted, and 
provides models of the assessment procedures. (MSE) (Adjunct ERIC 
Clearinghouse on Literacy Education) 
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INTRODUCTION 



TO THE 
TEACHER 



Who is the Kit for? It is for use by classroom teachers who are interested In more 

detailed diagnoses of their learners' reading and writing needs. 

It is for use by teachers in a very wide range of programs, with 
students from beginner to advanced levels. 

It can be used at the beginning ot a course and during a course of 
study, whenever the teacher needs information on reading and 
writing skills. 



What does the Kit ^^^^ fi^^e a detailed diagnostic assessment of a learner's 
aim to do? reading and writing skills and strategies. 

It alms to help teachers define appropriate learning objectives and 
to evaluate learning. 



How is the Kit 
organized? 

Section A 



Section B 



The Core Kit presents a brief rationale, an outline of tasks and 

procedures, and frameworks for recording information , 

It is this section that you will probably want to refer to most often. 

The Support Materials explains more fully how tasks can be 
selected, analysed and interpreted and provides models of the 
assessment procedures. 

Before you use the Kit. read carefully the pages: 
'How to use the Reading Assessment Kit' and 
'How to use the Writing Assessment Klt\ 

Then familiarize yourself with the rest of the materials. 



What are the Profiles of individual learner's strengths and weaknesses In 
outcomes? reading. 

Profiles of Individual learner's strengths and weaknesses in 
writing. 



Statements of learning objectives. 



NOTE: a separate Kit (Stage One) has been developed to assist 
those Involved in Initial interview of learners for placement and 
referral purposes. 

In NSW Adult Migration Education Service this is carried out by 
teachers especially seconded to that role. 
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RATIONALE 



Why is this Kit 
designed for the 
classroom teacher 
to use? 



1. A detailed diagnostic assessment of reading and writing wUl not be 
necessary for all learners in all programs. It is for the classroom 
teacher to decide, in the light of the overall objectives of their 
program, how these instruments and procedures apply to them and 
how they might best be used. They may be used with all learners 
in the class, with a group within the class or with one or two 
individual students. 




2. Diagnostic assessment is seen as on important part of the course 
design process. It Is an aspect of the needs analysis of learners 
and an Important step in the process of deciding on learning 
objectives and of evaluating learning. 

Course design is an on-going process. It doesn't Just occur 
pre-course or in the initial stages of a course. Learning objectives 
change in response to feedback from evaluation, and to the 
changing needs, interests and abilities of learners throughout a 
course. So procedures for the diagnostic assessment qf learners 
must be available on an on-going basis throughout a course. 



Why suggestions and 
not prescriptions? 



1. As indicated in the Learner Type Descriptions (see pp. 5-6), the 
range of {Adult Migration Education Service) AMEP learners with 
some need to develop their reading and writing, is extremely 
diverse. It would be impossible to provide a small number of set 
tasks and one procedure that would allow the necessary diagnostic 
information to be obtained for all these different learner types. 
However, the Kit does provide suggestions for tasks and procedures 
that might be appropriate for different types of learners. 



2. Assessment procedures will vary according to the type of learner, 
the type of text being used and the particular skills and strategies 
you want to observe. A range of assessment procedures are 
therefore provided, rather than one set procedure. This range of 
procedures allow you to focus on both the product (that is, how 
effectively the student has read or written) and the process (that is, 
how he or she went about it). 



Hoathnji and WrltlTig AHarssmrni Kit 



ERIC 



la 



Sue Hood and Nicky Solomon 



3. In line with a communicative approach to language teaching and 
testing, it was considered very Important that assessment 
instruments and procedures reflect as far as possible the 
communicative needs of learners. That is, that learners are 
assessed in terms of their ability to perform communicative tasks 
that relate tc their needs and interests. The responsibility for the 
choice qf tasks to use jor assessment must rest with the teacher and 
the learners* 



V/hy a profile 
and not a 
proficiency level? 



1, A basic principle In the design of these assessment instruments 
and procedures is the understanding that there Is not a hierarchy 
of skills that can be related to levels of proficiency. That is, we 
cannot say that at, for example, ASLPR 1- a learner will be able to 
use skills and strategies a, b, c, d, while at ASLPR 2, a learner will 
be able to use skills and strategies a, b, c, d, e. f, g. Rather the 
skills and strategies which a learner is able to employ will depend 
on the type of text being read or written^ how familiar the sulyect 
matter is, how familiar the type of text is, what additional clues are 
available in terms ofpictures, context, and so on* 
For this reason the profile obtained of the learner has a built-in 
description of the task, and the comments made are directly related 
to that t€isk. The teacher may conclude from an a^^sessment 
profile that a learner needs to further develop skills and strategies 
in order to be able to handle that kind of task, or he/she may 
conclude that the learner should attempt to apply their skills to 
more complex, less familiar tasks. 
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DESCRIPTIONS 



The Learner Type Descriptions below were developed as part of 
T 12^ ADi^iTD 'rvot^ Stage OneAssessment Kit. They are Intended to supplement 

^^^(^^^^TXStS profiles of learners obtained at initial interview, and to assist 

program managers to take literacy needs Into account In decisions 
about placement of learnere and about courses to offer, 

They are broad categories of learners, reflecting the diverse 
range of AMEP clients. Each category provides an indication of the 
relative priority of reading and writing in language learning, and an 
indication of tlie kinds of reading and writing needs that might be 
anticipated. 

In Stage l\vo Support materials on p. 3, you will find support 
materials that suggest suitable assessment tasks for each Leanier 
Type Description. 



Low oral proficiency. 
Illiterate in LI. 

Problems with reading and writing In English, 

Needs to develop reading and wiitlng for survival needs and to 
assist in language learning. 



Low oral proficiency (AMES 0 H 1 .0)(ASLPR 0+). 
Literate in LI. 

Reading and wilting skills in English commensurate with oral 
language skills. 

Needs to develop reading and writing for siarvival needs and to 
assist in language learning. 



Range of levels of oral proficiency (AMES 1.0 ->)(ASLPR ). 

Formal education in LI, 

Some formal EFL or ESL background. 

Reading and writing skills in English at least commensurate with 
oral language skills. 

Wants to develop all skills in English for work or study purposes. 



Higher oral proficiency (AMES 1.5 •♦KASLPR ) 
Literate in LI. 

Reading and writing skills in English commensurate with oral 
language skills. 

Wants to develop reading and writing as part of general language 
development or wants to focus on oral language development. 
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5. Iiiformal contact with English and some conversational language 

(AMES 1.0-> 2.0 ) (ASLPR 0+ 1). 
Formal education in LL 
Often non-roman script background. 
Reading and writing skills lag behind oral language skills. 

Needs to develop all aspects of English language. 
Needs initial emphasis on the development of reading and writing 
skills in English. 



Higher oral proficiency (AMES 2.5 -fKASLPR 1+-^ ). 
Reading and writing skills in English lag behind oral language 
skills. 

Reading and writing skills may range from illiteracy in English 
through to intemiediate levels. 

Needs to develop reading and writing In English. 



Higher oral proficiency (AMES 2.5 -»(ASLPR ). 
Reading and writing skills in English lag behind oral language 
skills. 

Reading and writing skills may range from illiteracy in English 
through to intermediate levels. 

Wants to improve oral language skills. 
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READING 

ASSESSMENT 

KIT 



HOW TO USE 
THE READING 
ASSESSMENT 
KIT 



Select a suitable reading task. (See pp. 8-9 ) * 
More than one reading task may be needed to give a 
comprehensive picture of a learner's reading skills and strategies. 



Consider the reading skills and strategies that may be appropriate 
for that task* 

(See p. 10) * 

Decide on assessment procedure(s) that are appropriate for your 
learner and for the type of task. * 

Use the Reading Prqflle Sheet to record comments on 

a) the type of text used 

b) the students reading skills and strategies^ 

Use a separate profile sheet for each task given. 

Comment on the features that seem relevant to you. 

Your comments may be very brief in some instances and quite 
detailed in others. 

Use these comments to help formulate teaching objectives. 

Keep these sheets as an on-going record of the development of tlie 
student's reading skills. 

You may find It useful to keep the Profile Sheets for each student 
in a separate folder. 



* See also Stage Two Support Materials for further guidelines and 
models of assessment procedures. 

Sue Hood and Nicky Solomon 7 



ERIC 



RradtT]f» and Wr1Un#; Aflsrssmcnl Kit 



LIST OF There are numerous tasks that can form the basis of reading 
RE^ADING assessment procedures. For the adult leamer they may include 
TASKS following: 



Creneral understand trafflc signs (e.g. Stop, One Way, Give Way, No 
Parking); 

understand shop signs (e.g. Butcher, Supermarket, Chemist); 

understand signs in the street (e.g. Open, Closed, Hours of 
Opening, Take Away Food); 

understand signs in buildings (e.g. No Smoking, Exit, Entrance, 
Ladles/Gents); 

understand signs on buses (e.g. Express. Non-Stop, First Stop); 

identily relevant food or household items from a shopping 
catalogue; 

identify cost of selected items; 

identify food and drink items on a menu; 

use bus/train/ferry timetables; 

find name on class lists; 

use a calendar; 

use a telephone directory (e.g. to find emergency number or 
number of a friend); 

understand food or product labels (e.g. 'use by dates, 
instructions, warnings); 

follow written instructions (e.g. to use telephone, to buy a drink or 
a tinket from a vending machine); 

follow .ecipe instructions; 

understand medicine labels (e.g. the dosage, dangers); 
understand clothing labels; 
understand bills (e.g. electricity, telephone, gas); 
understand CES job ads; 

understand appointment cards (e.g. from a doctor or dentist); 

understand short messages left at home (e.g. by a friend. Telecom, 
Gas Co.); 

understand telephone messages; 
understand greeting cards and messages; 
understand Invitations; 
understand chlldren*s notes from school; 

understand letter from AMES about an interview or class times; 

understand brochures (e.g. Australia Post, Child Care facilities, 
Infectious diseases); 

use a dictionary to find meaning of particular words; 
use a map or street directory; 
understand racing and betting guides: 
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List of reading tasks understand postcard from friend /family; 

continued understand a personal letter from frlend/family; 

understand a formal letter (e.g. accompanying a bill from a 
government body); 

use reference books as a source of information; 
understand a short story; 
understand a novel; 
understand essays; 
understand essay questions. 



Reading the Newspapers contains many types of texts. The following tasks are 
newspaper relevant to reading a newspaper: 

use indexes {e.g, to find TV Guide, sports pages, lottery results); 
use TV, entertainment and radio guides; 
understand advertisements; 
understand headlines; 

understand newspaper axllcles, editorials, letters to the editor, 
advice columns); 

understand classified ads (e.g. employment, rental, for sale, 
trades); 

understand sports results. 



1 



Reading tasks in There are many classroom reading tasks which can be part of an 
the classroom assessment procedure. They include: 

follow written Instructions {e,g. In textbooks, on worksheets and 
other classroom activities such as role cards and survey sheets); 

understand notes written on the board; 

understand exercises In textbooks (e,g, cloze passages, dialogues, 
passages with conprehenslon questions, matching exercises, 
puzzles); 

use content pages and indexes; 
Interpret diagrams and maps; 
sequence texts; 

understand other students' writing. 
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READING 
SKILLS AND 
STRATEGIES 



The following list Identifies many of the sub-skills a reader uses. 
They combine to enable him/her to extract meaning from a written 
text, A necessary accompaniment to these skilUs is confidence In 
approaching the task: 

ability to identily English script; 

ability to identify type of text and purpose through use of 
contextual clues; 

ability to understand the organization of ideas in the text; 

ability to understand relations between parts of the text; 

ability to understand sentence structure; 

ability to use punctuation to construct meaning; 

ability to recognise key words or phrases; 

ability to understand meaning in pictures and diagrams; 

ability to understand numbers; 

ability to identify letters of the English alphabet; 

ability to read fluently; 

ability to predict meaning using knowledge and experience before 
reading; 

ability to predict meaning using knowledge and experience while 
reading; 

ability to skim for the general idea; 

ability to scan for specific information or words; 

ability to work out the meaning of unfamiliar words from: 

• the semantic clues; 

• the syntactic clues; 

• the graphophonic clues» 

ability to adapt reading strategies to the task; 

ability to use reference skills: 

• alphabetical order; 

• numerical order; 

• categorical organization. 

ability to adapt strategies when the meaning Is lost; 

ability to understand the main ideas; 

ability to understand the meaning in detail; 

ability to understand Information not explicitly stated; 

ability to detect the attitude of the writer. 
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READING 
ASSESSMENT 
PROCEDURES 

Consider the following 
procedures. 



NOTE 1. Your choice of procedure(s) will depend on 

(a) who the learner is 

(b) the type of text you choose 

(c) what you want to observe 

2. With each assessment task you may use one or more than one 
procedure. 

3. Before begirmlng to assess a student's skills, briefly explain to the 
student the purpose of the assessment and the procedures you will 
use. 



1 . Preview 
reading 



Ihis is a useful initial procedure for all students. 

For students with minimal reading skills in English it may be 
the only procedure used or it may be linked with Locating 
if\formation* 

For students with a wider experience in reading it maybe used 
as a preliminary activity for other procedures. 



Instruct the student to look quickly over the text to see what it is 
about. (A lime limit may be given.) 

Observe what the student does. 

• Does she begin at top left comer and attempt to read every 
word? 

• Does she glance over text? 
Ask questions, e.g. 

• Do you have any idea what it is about? 

• Do you recognize any parts/words? 

• Have you seen anything like this before (in English or LI)? 

• What was that about? 

If the student doesn't know what the text is about, instruct her to 
look at specific parts of the text, such as headlines, pictures, 
opening paragraphs, logos. 

Check that the student can understand these parts. 
Ask again what she thinks it might be about. 
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Skills to observe for: 



confidence in approaching task; 



ability to identify type and purpose of text through use of 
contextual clues; 

ability to understand meaning in pictures and diagrams; 

ability to recognize key words or phrases; 

ability to understand numbers; 

ability to predict meaning before reading; 

ability to skim for the general idea: 

ability to adapt reading strategies to the task. 
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2. Locating 
iriformation 



A useful procedure for all students. 



Ask the student to find information which can be fairly readily 
identilied by scanning the text. For example, ask questions like: 
How many? How much? Where? When? Who? 



Skills to observe for: 



confidence in approaching task: 

ability to recognize keywords or phrases: 

ability to understand numbers: 

ability to scan for particular information or words: 

ability to work out the meaning of unfamiliar words from: 

• the semantic clues: 

• the syntactic clues: 

• the graphophonic clues. 

ability to adapt reading strategies to the task: 

ability to use reference skills: 

• alphabetical order: 

• numerical order: 

• categorical organization. 



ERIC 



Rciuhrif; and Wr1Un(* AiM»e«>smcnt KU 



^ 1 



Sue Hood and Nicky Solomon 



3. Reading 

aloud Useful to observe the extent to which a student is reading 

(See Stage Tiuo Support for meaning and the strategies that he/she uses to do so. 

Materials for 

examples) unsuitable for students with minimal knowledge of 

language, except when applied to very short simple texts 
such as contextuallzed social sight words. 

Ensure that the text is suitable for reading aloud, for 
example, a bus timetable would not be suitable. 



(a) Recording Instruct student to read a text aloud. 

mlscues Ensure that the text Is suitable for reading aloud, i,e, that it is 
appropriate to read the whole text. 

Explain that you are not concerned with pronunciation, but that 
you wUl ask later what it was about. 

Observe and mark the student's mlscues on a separate copy of the 
text. (You can record the student's reading on a cassette if you 
need to.) 



Use these symbols. 



ERROR 


SYMBOL 




Non-response 


work 


Needs prompting after a few seconds 
or ask for word 


Substitution 


play 
work 


Write substitution above appropriate 
part of text 


Insertion 


for ^ work 


Indicate by insertion sign, and write 
nserted word above 


Omission 


Qwork^ 


Circle word, words, or parts of words 


Repetition 


work 


Underline words repeated 


Correction 


© play 
work 


Place small © beside corrected word 


Reversal 


work'^^N^ hard 


Symbol that shows which parts of letters, 
words, phrases or clauses have been 
Interchanged 


Hesitation 


work/ hard 


Hesitation between two words 
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Skills to observe for: ability to read fluently: 

• hesitating; 



• chunking or reading word by word; 

• skipping over unfamiliar words and reading on or stopping 
frequently to decode or ask for conftrmation. 

confidence in approaching task: 

• willingness to undertake the task; 

• hesitating, asking for conflnnatlon, 

ability to predict meaning whUe reading: 

• making semantlcally appropriate substitutions; 

• making miscues which reflect the student's spoken English; 

• recognizing when meaning is lost and attempting to self-correct 
(through reading ahead, rereading or close scrutiny of 
grapho-phonic clues); 

• using appropriate pausing and intonation, 

strategies for working out the meaning of unfamiliar words: 

• reliance on semantic clues: 

• reliance on syntactic clues; 

• reliance on grapho-phonic clues. 



L 



O Rciuhnu and Wrtung AHUcsnment Kit 



23 



Sue Hood and Nicky Solomon 



15 



Ask the student to retell what the passage is about, or 

ask specific questions to determine the student's comprehension. 

Check understanding of, for example, the main ideas, the meaning 
in detail, the attitude of the writer. 

NOTF: If comprehension is limited, allow student time to reread 
silently. 



Skills to observe for: ability to understand relations between parts of the text; 

ability to understand sentence structure; 
ability to use punctuation to construct meaning; 
ability to recognize key words or phrases; 
ability to understand numbers; 
ability to predict meaning while reading; 

ability to work out the meaning of unfamiliar words from: 

• the semantic clues; 

• the syntactic clues; 

• the graphophonic clues. 

ability to understand the main ideas; 

ability to understand the meaning in detail; 

ability to understand information not explicitly stated; 

ability to detect the attitude of the writer. 



(b) ReteUin£ 

(if appropriate to 
the text) 
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4» Comprehension 
questions 



The usefulness of this procedure depends on the questions 
asked. The form of the questions will determine what you 
can tell about the student's comprehension (I.e. whether the 
student has understood the main Ideas, the meaning in 
detail the implicit meaning, the attitude of the writer). 

This procedure is difficult to apply to students with little 
spoken English (without LI support) 



Instruct the student to read the text to him/herself. 



Ask questions which can determine the student's understanding 
of, for example, key words and phrases, the structure of the text, 
main ideas.information not explicitly stated, the attitude of the 
writer. 



Skills to observe for: confidence In approaching task; 

ability to Identify type of text and purpose through use of 
contextual clues; 

ability to understand the organization of ideas in the text; 

ability to understand the relations between parts of the text; 

ability to understand sentence structure; 

ability to use punctuation to construct meaning; 

ability to recognize key words or phrases; 

ability to understand meaning In pictures and diagrams; 

ability to understand numbers; 

ability to read fluently; 

ability to predict meaning while reading; 

ability to understand the main Ideas; 

ability to understand the meaning In detail; 

ability to understand information not explicitly stated; 

ability to detect the attitude of the writer. 
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This is useful for students with wider reading experience: 

who need to understand texts in detail, either for work or 
study purposes; 

who need to be familiar with tlie devices used in creating 
cohesive texts, to apply to their own writing. 

The procedure reveals the student's knowledge of the 
overall structure of a text and the cohesive devices used. 

The type of text and the content should be relevant to the 
learner and the text must be cohesive. 

Give the student a text with scrambled sentences/paragraphs. 

It is best to cut up the text into sentences/paragraphs. 

Often newspaper articles are inappropriate for this activity as they 

lack cohesion. 

Before using any text for sequencing, try it yourself determine 
what cohesive devices are used. 

Ask the student to order or number the sentences/paragraphs to 
form a cohesive text. 

Ask the student to explain his/her reasons for sequencing in this 
way. 

Analyse the completed text. 



5, Sequencing 

(See Stage Two Support 
Materials for examples) 



NOTE 



Skills to observe for: confidence in approaching task; 

ability to identify type of text through use of contextual clues; 
ability to recognize key words or phrases; 
ability to understand relations between parts of the text; 
ability to understand the organization of ideas in the text. 
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6. Cloze 

(See Stage Two Support 
Materials for examples) 



For learners with a wider experience in reading (e.g. Learner 
Types 3 and 4) cloze allows us to assess knowledge of 
vocabularly, sentence structure and text stnicture. 

For learners who have very poor reading skills in English, 
little knowledge of language and/or poor learning strategies 
it is not an appropriate procedure. In those cases it does 
not allow you to observe the strategies the learner uses. 



Give the student a text in which words have been deleted. Do not 
delete any words in the opening sentence or two. For a general 
assessment delete every fifth word (not less than every fifth word). 
To assess particular areas of knowledge you may delete particular 
classes of words. 

Ask the student to read the passage and fill in the missing words. 
Observe the process and analyse the completed text. 



Skills to observe for: confidence in approaching task; 

ability to understand the organization of ideas in the text; 
ability t ) understand relations between parts of the text; 
ability to understand sentence structure; 
ability to use punctuation to construct meaning; 
ability to recognize key words or phrases; 
ability to predict meaning while reading; 

ability to work out the meaning of unfamiliar words from; 

• the semantic clues; 

• the syntactic clues. 
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READING 
PROFILE SHEET 



NAME DATE 

LEARNER TYPE 



DESCRIPTION OF TASK: (Comment on type of text, 
complexity clarity, familiarity, etc. and attach 
copy if possible) 



SKILLS (Mark those appropriate to the task) COMMENTS 

Confidence 

Skills 

• identify English script 

• identify type of text and purpose 

• understand organization of ideas in the text 

• understand relations between parts of the text 

• understand sentence structure 

• understand punctuation 

• recognize key words and phrases 

• understand meaning in pictures/ diagrams 

• understand numbers 

• identify letters of the alphabet 

Strategies 

• read fluently 

• predict before reading 

• predict while reading 

• skim 

• scan 

• work out the meaning of unfamiliar words, using 

semantic clues 
syntactic clues 
grapho-phonic clues 

• adapt reading strategy to the task 

• use reference skills 

• adapt strategies when meaning is lost 

Comprehension 

•main ideas 
•meaning in detail 
•Implicit meaning 
•attitude of the writer 
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GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 
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A LIST OF 
READING 
OBJECTIVES 



The following list is Just an indication of some possible objectives 
in the development of reading abilities. Where possible they 
should state the type(s) of text that would be relevant and 
appropriate (e,g, 'to develop confidence in approaching the reading 
of newspaper articles about current events'); 

to develcp confidence in approaching reading tasks; 

to Identify type of text and purpose through use of contextual 
clues; 

to recognize degrees of foraiallty in writing; 

to understand the organization of ideas in the text; 

to understand the relations between parts of the text; 

to be able to use sentence structure to construct meaning; 

to oe able to use punctuation to help construct meaning; 

to recognize key words or phrases; 

to understand the meaning In pictures and diagrams; 

to Interpret the function of numbers from their form; 

to develop fluency In reading; 

to develop a range of reading strategies and to be able to adapt 
reading strategies to the task; 

to develop strategies to use when meaning is lost; 

to develop strategies for predicting (drawing on prior knowledge 

and experience) before reading a text; 

to develop strategies for predicting while reading; 

to develop the strategy of skimming; 

to be able to read for the gist of a text; 

to develop the strategy of scanning; 

to be able to locate specific information in a text; 

to develop strategies for working out the meaning of unfamiliar 
words using clues from 

a) the known content of the text (semantic) 

b) the structure of the text (syntactic) 

c) the letters in the word (grapho-phonic). 

to develop reference skills including 

a) the use of alphabetical order; 

b) the use of numerical order; 

c) the use of categorical organization. 

to be able to read for the main Ideas; 

to be able to read for a detailed understanding; 

to be able to undersiand Information not explicitly stated: 

to recognize degrees of formality in writing; 

to be able to detect the attitude of the writer. 
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WRITING 

ASSESSMENT 

KIT 



HOW TO USE 
THE WRITING 
ASSESSMENT 
KIT 



Select a suitable writing task. (See pp. 24-25) * 

More than one writing task may be needed to give a comprehensive 

picture of a learner's writing skills and strategies. 



Consider the writing skills and strategies that are 
appropriate for that task. (See p. 26) * 



Give the student the task and follow the suggested 
procedures. 



Use the writing prqfile sheet to record comments on: 

(a) the task given; 

(b) the students writing skills and strategies. 

Use a separate profile sheet for each writing task given. 

Comment on the features that seem relevant to you. 

Your comments may be brief in some instances and quite detailed 
in others. 

Use these comments to help formulate teaching objectives. 

Keep these sheets as an on-going record of the development of the 
student's writing skills. 

You may find it useful to keep the Profile Sheets for each student 
in a separate folder. 



* See Stage TU»o Support Materials for further guidelines and 
models of assessment procedures. 
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LIST OF As with reading, there are numerous tasks that the teacher can 
WRITING TASKS use to observe and assess a student's writing. They may include 

any of the following; 



General fill in a form giving personal information (e.g. for unemployment 
benefits, a telephone service, a savings account); 

fill in deposit/withdrawal slips; 

write a cheque; 

fill in a CESjob card; 

write a telegram (eg. giving important news); 
address an envelope; 
write a greeting card; 
write an invitation; 

write a brief message (eg. to milkman, friend); 
write a note to child's teacher; 
write a telephone message; 
write a postcard from a holiday; 
write a Journal; 

write reminder notes in a diary; 

write a personal letter; 

write a covering letter for a cheque; 

write a letter of complaint; 

write a letter asking for advice; 

write a letter to the editor; 

write a Job application letter; 

write a curriculum vitae; 

write a job canvassing letter; 

write a report (eg, accident report at work); 

write a summary of a given article; 

write a short story; 

write an essay. 
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Writing tasks in The following classroom writing tasks nay also be used for 
the classroom assessment purposes: 

copy notes or lists from the blackboard; 
handwriting exercises; 
fill m survey forms; 

fill In worksheets (e.g, grammar dilll exercises, answers to 
comprehension questions, write or complete dialogues); 

write a response to a written or spoken text; 

write a description; 

note-take while listening to teacher/cassette/other students or 
watching video. 
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WRITING 
SKILLS AND 
STRATEGIES 



The following list identifies many of the sub skills a writer uses. 
They combine to enable the writer to communicate meaning 
through a written text. A pre-requisite for their use Is confidence 
in approaching the task: 

knowledge of the names of the letters of the alphabet; 

ability to write the letters of the alphabet In lower case; 

ability to write the letters of the alphabet In upper case; 

iluency and consistency of script; 

ability to organize ideas In an appropriate way; 

ability to use appropriate layout for the task; 

ability to use appropriate register for the task; 

ability to create a cohesive text through the use of reference; 

ability to create a cohesive text through the use of substitution/ 
ellipsis; 

ability to create a cohesive text through the use of conjunctions; 

ability to create a cohesive text through the use of lexical cohesion; 

ability to structure sentences with sufficient accuracy for the tajk; 

knowledge of vocabulary appropriate to the task; 

ability to spell with sufficient accuracy for the task; 

ability to punctuate with sufficient accuracy for the task; 

ability to write numbers in the appropriate form; 

ability to use strategies for getting started (e.g. making notes, 
making a plan); 

ability to use strategies for drafting and editing (e.g. rereading, 
identifying and correcting errors, extending, deleting, reorganizing, 
rewriting); 

ability to use a range of spelling strategies (e.g. visual memory, 
word pattems, morphemic knowledge, phonic knowledge, 
mnemonics, sj^labification, fluency and speed, dictionaries); 

ability to use strategies to compensate limited linguistic knowledge 
(e.g. asking for assistance, copying fron^ other source). 
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WRITING 
ASSESSMENT 
PROCEDURES 



NOTE: before commencing to assess a student's skills, briefly 
explain to the student the purpose of the assessment and outline 
the procedures you will use. 



Give the student a writing task. 

Where possible link the task to a previous reading activity. 

Make sure that the student understands what the task is and what 

he/she Is required to do. 



Explain: 



the purpose 



the audience 



the topic 



e.g. to leave a message; 
to write a report; 
to write an opinion; 
to write a letter; 
to make a complaint; 
to provide information; 

e.g a friend or relative; 
an employer; 
a prospective employr.r; 
a company; 
a supervisor; 
a newspaper editor; 

e.g. explaining a delay; 

machinery breakdowns; 
smoking on public transport; 
lack of service in a department store; 
information about work experience; 
family and personal news; 



the setting (if applicable) 

e.g. at home: 
at worl , 
in the oank: 
?♦ the gas company. 



2. Provide time and an unpressured atmosphere to complete tne task. 

3. Assess you^ student's writing by using the Writing Profile Sheet as 
a guide. 
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WRITING 
PROFILE SHEET 



NAME DATE 

LEARNER TYPE 

DESCRIPTION OF TASK: (Include comments 

on purpose, audience, topic, setting student's 

familiarity with the task) 



SKIUS (mark those appropriate to the task) COMMENTS 

Confidence in approaching the task 

• willingness 

• hesitation 



Coherence of message 

• the overall claniy of the message 

Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction of the text 

• organi;!:atlon of ideas 

order of presentation of Information 
j paragraphing 
! • layout 

i • register 

appropriateness of vocabulary 
! appropriateness of sentence structure 

• cohesion 

reference i.e. pronouns 
substitution/ellipsis 
conjunctions 
j lexis 

1 • sentence structure 

i tense 

j word order 

use/omission of articles 
use/omission of auxiliaries 
subject and verb agreement 
use of prepositions 

• vocabulary, adequate for the task 

• spelling, accurate for the task 

• punctuation, accurate for the task 

• number, appropriate to their function 
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strategies 

• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

Identifying and correcting errors 

extending 

deleting 

reorganizing 

rewriting 

• for spelling, e.g. 

visual memory 
word patterns 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from other sources 



COMMENTS 



GENERAI. 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 
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A LIST OF 
WRITING 
OBJECTIVES 



The following list is Just an indication of some possible objectives 
in the development of writing abilities. Where possible the 
objectives should state the type{s) of text that would be relevant 
and appropriate e.g. To develop confidence in approaching the 
writing of personal letter'. 

to develop confidence in approaching writing task; 

to be able to write down words spelled aloud: 

to write the letters of the alphabet in upper and lower case as is 
appropriate; 

to write fluently and with consistency of script: 

to organize ideas in an appropriate way in a text; 

to use appropriate layout in a text; 

to use the appropriate register in a text; 

to become familiar with the use of reference; 

to become familiar with the use of substitution and elipsis; 

to become familiar with the use of conjunctions; 

to become familiar with the use of lexical cohesion; 

to develop knowledge of vocabulary and sentence structures; 

to use appropriate sentence structures in a text; 

to spell with sufficient accuracy for the task; 

to use appropriate punctuation conventions for a task; 

to write numbers in the appropriate form; 

to develop strategies for getting started e.g. making notes, 
making a plan; 

to develop strategies for drafting and editing e.g. rereading, 
identifying and correcting errors, extending, deleting, reorganizing 
and rewriting; 

to develop a range of spelling strategies e.g. visual memory; 
word patterns, morphemic knowledge, phonic knowledge 
mnemonics, syllabification, fluency and speed, dictionaries and 
other resources; 

to develop strategies to compensate for limited linguistic 
knowledge e.g. asking for assistance, copying from other sources. 
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GLOSSARY 



Coherence : 
Cohesion : 

Cohesive devices or ties : 
Contextual clues : 

Drqfting : 
Editing : 

Ellipsis : 

Graphophonic clues : 
Key words : 

Lexical cohesion : 

Miscues : 

Mnemonics : 
Morphemic knou^Iedj^e : 

Phonic knowledge : 
Prediction : 

Reference skills : 
Reference system : 
Register : 

Scanning : 
Semantic clues : 

Sentence structure : 
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the sense a message makes. 

the way a text is bound together to create a whole meaningful unit. 

the linguistic elements (i.e. conjunctions, reference system, substitution or 
ellipsis, lexical cohesion) that hold the text together. 

the non-linguistic features (e.g. pictures, diagrams, logos, colours, 
headings, layout, bold-print and the physical setting) that provide 
meaning. 

the process of getting ideas on pajjer. 

the process of changing and developing ideas while drafting, or after a 
draft has been completed, 

where the part of the text that refers back Is left unstated, 
e.g. They're going out, but I don't want to [go out]\ 

clues from the letters, letter combinations, and the sounds they represent. 

content words that provide Important clues to the overall meaning of the 
text. 

the relationship of vocabulary items to the same semantic fleld through 
reiteration or collocation. 

errors made when reading. 

ways of remembering rules or spelling patterns. 

knowledge of word roots and Inflections, such as sulBxes and preflxes. 

knowledge of letters, letter combinations, and the sounds they represent. 

making Infonned guesses about the meaning of a text before and while 
reading. 

being able to locate Information where It has been organized systematically 
(alphabetically, numerically or categorically). 

the words used to refer to objects. Individuals or places mentioned 
elsewhere In the text. 

the characteristics of t>ie language used to signify a particular genre. 
These will dep>end on 

• field— the content area 

• mode— the channel of communication 

• tenor— the relationship between the reader and tlie wi lter. 

locating ^jpeclllc Information In a text while Ignoring the rest. 

what we already know about the topic (fiom the text and our own 
experience). 

the grammar at the sentence level. I.e. how words are organized to 
construct meaning. 
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Skills 
Skimming : 
Strategies ; 
Substitution : 

Syllabification : 
Syntactic clues : 
Tasks : 
Visual memory : 
Word patterns : 



what abilities you need to have in order to do something. 

looking quickly over a text to get a general Idea of what it is about. 

the processes used in order to do something. 

words used to link parts of the text by referring to objects named elsewhere, e.g. 
If I buy a new car, you can have the old one*. 

breaking the word into syllables and dealing with each segment individually. 

clues from the sentence sLiojcture (I.e. the granimar). 

purposeful real-life activities where some communication takes place. 

recalling the way a word looks, including Its lengtli, shape and letter sequence. 

groups of words that have similar sound-symbol correspondences, such as eat/ 
heat/meat. 
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GUIDELINES 
FOR 
SELECTING 
TASKS 



Introduction There are several factors that you need to consider in selecting tasks 

to use for assessment: 

The learner goals and interests; 



familiarity with spoken and with written language; 

familiarity with the type of text (layout, register, text structure); 

familiarity with the content (subject matter and cultural knowledge); 

familiarity with the processes involved in reading and writing; 

confidence. 



clarity of print or script; 

complexity/ density (the detail and complexity of the Information, the 
layout); 

amount of contextual clues In texts for reading (photos, diagrams, 
logos, headings); 

the register (reflection of purpose, topic, type of message, audience). 




The type of text 



size (length of text); 



The procedures 
to be used 



the amount of detail required in reading comprehension. 
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Matching learner 
types to relevant 
tasks 

(See the Learner Type 
Descriptions In Stage 
Two Core Kit pp. 5-6) 



Learner Type 1 Because the learner will have little knowledge of English, and little 

contact with written language: 

• reading texts chosen must be highly relevant to the individual 
learner and offer a great deal of contextual support; 

• tasks should be limited in their scope (ic. require minimal 
knowledge and skills); 

• both reading and writing tasks should reflect the spoken language 
that Is being developed in the classroom. 

In assessing Learner Type 1 students, it is important to note tlie 
following: 

• it is assumed that such learners will have difficulty performing very 
low level reading and writing tasks. It will not be appropriate 
therefore to cany out a diagnostic assessment pre-course or at the 
initial stages of a course; 

• the procedures could, however, be used during the course, and 
they will provide some guidance on objective setting; 

• LI support would be a valuable aid in the assessment of such 
learners. 



Suitable tasks might include: 



Reading understand Informatioi . on a simple form; 

understand signs in context (e.g. Stop, Telephone, One Way, Exit, Bus 
Stop); 

understand prices and dates; 

understand bills and accounts; 

understand supermarket advertising brochures; 

understand notes on the blackboard (e.g. vocab lists, experience 
stories); 

understand worksheets and activity cards (e.g. instructions, pictures 
and diagrams). 
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Writing fill in a simple form (e.g. write name and address, telephone number); 
spell own name and address; 

write a simple message (e.g. a name, telephone nmber and a time); 

copy notes from blacKhoard (e.g. vocabulary and spelling lists, simple 
narratives, oral language drills); 

complete worksheets (e.g. circle correct items, fill In missing words): 
write some content words known orally. 
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Learner Type 2 in choosing suitable reading and writing tasks we need to take into 

account that 

• the learner may have limited familiarity with Australian cultural 
environment, and a limited exposure to written English and 
knowledge of structures and vocabulary: 

• tasks should reflect the language that is being developed in the 
classroom; 

• reading texts where the content is familiar or where layout and 
contextual clues support meaning will be suitable. 



Suitable tasks might include: 



Reading understand simple forms; 

understand road/shop signs; 
understand signs on buses; 

understand notices (e.g, opening hours/ appointment cards); 
follow operating instructions on a vending machine; 
understand bills/accounts; 
understand personal messages; 
use a calendar; 

follow instructions in a textbook, on worksheets or activity cards; 
understand simple narratives (e.g, student's stories). 



Writing fill In a form; 

write a message to a friend; 
write a postcard; 

write a story about personal experiences; 
write a message in a greeting card; 
copy notes from board; 
fill in a survey form; 

complete a worksheet (e.g. fill in missing words, circle correct answer). 
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Learner type 3 A formal ESL or EFL background usually means that the leamer has 

at least a passive knowledge of English. He she may well have had 
more contact with written than with spoken English and therefore may 
feel more confident with the former, Consider that 

• the learner's level of language development will detemiine how 
linguistically complex a text may be; 

• for newly-arrived learners, care should be taken to select tasks 
which are not too specific to the Australian cultural environment; 

• where possible^ reading and writing tasks should reflect the specific 
goals of the learners, that is, in the areas of Job seeking. Job 
promotion and further study. 



Suitable tasks might include: 

Reading 

1 . work purposes 

understand notices and messages; 
understand reports; 
imderstand memos; 
understand Job advertisements; 
understand operating/ safety manuals; 
understand formal letters. 

2. study purposes 

understand news articles (eg. editorials, feature articles, letters); 

use reference books to locate information; 

understand sample essays; 

understand instixictions on exam papers; 

understand essay questions. 
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Writing 

1. work purposes 

flu In a detailed form; 
write ajob application: 
write a resume; 

note-take from both written and spoken texts; 
take down a telephone message; 
write a report; 
write a memo; 

write a notice for a notice board; 
write a formal letter; 
write a reference. 

2. study purposes 

fill in a detailed form; 

note-take from both written and spoken texts; 
write a summary; 
write an essay. 
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Learner Type 4 Familiarity with the Australian cultural environment may vaiy 

considerably, so 

• for newly arrived learners, texts should not be too culturally 
specific; 

• the levels of language development will also vaiy. 
At lower levels 

• shorter reading texts with more contextual clues will be suitable ; 

• writing tasks should focus on types of texts which are closer to 
spoken language and where accuracy is not necessary. 

At the higher levels 

• longer and more linguistically-complex reading texts will be 
appropriate; 

• writing tasks may Involve more complex and formal language, less 
familiar content and so on. 

Tasks may reflect both classroom uses of reading and writing and 
wider social and emplc^^ment contexts. 



Suitable tasks might include: 



understand notes and messages; 
understand postcards; 
understand personal letters; 
understand notices; 

understand newspaper and magazine articles; 
imderstand business/ semi-formal letters; 
follow written instructions; 
understand written dialogues. 

ftU in a detailed form; 
write a message; 
take a telephone message; 
write a personal letter; 
write a semi-formal letter; 
write a Job application; 

take notes from both written and spoken texts. 



Reading 



V/rltlng 
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Learner Type 5 Although the learner will be familiar with written forms of language in 

LI, and have some strategies for reading and writing, he/she may 
have had little contact with written English and perhaps little contact 
with a roman script language, Consider the following: 

• reading texts where layout and contextual clues support meaning 
will be suitable; 

• they should not be too long or complex; 

• the subject matter should be relevant and should reflect the 
learner's familiarity with Australian cultural environment, 
knowledge of spoken English, goals and interests; 

• the reading tasks should not demand too much detailed knowledge 
of the topic; 

• the writing tasks should focus on types of texts that are close to the 
spoken form of English. 



Suitable tasks might include: 



Reading understand key items on a form; 

understand notices (e.g. opening hours/ appointment cards); 
follow instructions (e.g. on a vending machine); 
understand advertisements; 
understand bills and accounts; 
use timetables ; 

understand product labels (e.g. food, household goods); 
understand simple handwritten messages; 
understand simple narratives. 

fill in a form; 

write a personal message; 
write a greeting card; 
write a story about personal experience; 
take down a telephone message; 
complete worksheets; 
fill in surveys; 
fill in banking forms; 
write a cheque; 
address an envelope. 



Writing 
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Learner Types 

6 and 7 These include students across a wide range of abilities In reading and 
writing in English. 

Before selecting tasks it will be necessary to have some idea of what 
sorts of reading and writing the student can do. Oral questioning will 
probably be sufficient for this purpose. 

For a beginner student, that is, a student with minimal reading and 
writing skills in English, 

• reading texts need to be highly contextuallzed; 

• the subject matter needs to be personally relevant and to reflect the 
students knowledge of Australian culture and his/her goals and 
interests; 

• reading tasks should not require too much detail; 

• writing tasks need to focus on type of texts that are close to spoken 
English, where accuracy is not required and where the message is 
not too complex. 

For a student with wider experience in reading and writing in English. 

• reading texts may be less contextuallzed, less personally relevant 
and more complex in terms of content and language; 

• the tasks can be more demanding in terms of the amount of detail 
required; 

• writing tasks may be more complex and involve less familiar subject 
matter: 

• the type of texts should reflect the student's needs and may Include 
more formal types of registers. 



NOTE: for Learner Type 6 the focus will be on reading and writing. 
For Learner Type 7 the focus may be on spoken language, but it is 
likely that reading and writing will play a significant role in the 
classroom. 



Suitable tasks might include: 



Reading understand shop/street signs: 

understand notes and messages; 

understand personal letters; 

understand semi-formal letters; 

follow instructions (e.g. on *redicine labels): 

use TV guides; 

understand banking forms: 

understand school letters; 

understand newspaper articles with accompanying photos; 
understand short stortes; 
understand brochures; 

understand Job ads ( e.g. at the CES, in the classifieds). 



Reading and Writing AMcssnxmt Kit 
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Writing All in a simple fonn; 

write a story about personal experience: 
flllln a banking form; 

write a letter to school (e.g. explaining child's absence): 

write a postcard; 

write a telegram: 

fill in a detailed form; 

write a semi-formal letter: 

write, a Job application. 
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READING 
SUPPORT 



1 . Examples of For each example of a task below « there is 
tasks and texts 

(a) a list of some of the key features of that text; 

(b) a list of skills and strategies that could apply to the reading of 
that text. 



NOTE: skills may vaiy, for example, from one fonn to another, or from 
one classified advertisement to another. It will, be necessary 
therefore, for you to determine what skills are appropriate to the text 
you have chosen. 



Task 1 Understanding the information required in a library applicaHonform 



CITY OF SYDNEY PUBLIC LIBRARY MEMBERSHIP Af^LICATlON 

HLJ ASt VVHiTt. All PAMlK:ULAMb IN BLOCK LtlT^.Hii 



TITLL (MH/MHS/MJSS/MS «tt; ) 
SURNAMt 

C;i Vfc N NAMbS 

STRLfcT NUMBtM antJ NAMJ^ 



SUOURB 

PHONE NO ()ATr Of- BIHTH 

EMPLOVe R/UNl Vt RSIT Y/SCHOOL/i»t< 

ADORE.SS 

SUBURB 



POSTCOOt 



POSlCOOt 



L 2 



Imprinted with pennlsslon from Uie Council of Uic City of Sydney 
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(a) Key features qf text contextual clues 

logo 

layout, dotted lines 
typed print 

key words 

surname, given names 
street, suburb, phone, etc, 

specific information to scan for 
any of the items on the form, or 
instructions on how to write (e.g. BLOCK LETTERS) 



(b) Skills to look for: confidence In approaching the task: 

ability to identify the type and purpose of text through the use of 
contextual clues; 

ability to recognize key words and phrases; 

ability to predict meaning before readvertising; 

ability to predict meaning while reading; 

ability to scan for specific information; 

ability to work out the meaning of unfamiliar words. 



5g 
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Task 2 Understanding an appointment card 



Dr. "FreJa Mills 

B.D.S.(Syd.) 
Dental Surgeon 

253 2122 IstFl. N.Z.L Building 

999 Pitt St 

Sydney, 2000 
376 5998 EMERGENCY AFTER HOURS 



(a) Key features of text: contextual clues 

layout, size, typed print 

key words 
dental 

dentist's name 

time, date, phone number 

numbers 
time, date 

telephone number, postcode 

specific infonnatlon to scan for 
the time of the appointment 
the address of the surgery 
the number to ring in an emergency 

possibly unfamiliar words 
emergency 

abbreviations, e.g. Fl. 



(b) Skills to look for: confidence in approaching task; 

ability to identify type and purpose of text through use of contextual 
clues: 

ability to recognize key words or phrases; 

ability to understand numbers; 

ability to identify letters of the English alphabet; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to scan for speciflc information or words; 

ability to work out the meaning of unfamiliar words; 

ability to understand the meaning in detail; 

ability to adapt reading strategies to the task. 

8ue Hood and NfcVy Solomon 14 
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Task 3 



Understanding a report qfan injury in the workplace 



-ToTSi JTIJO" • - 
(April BSl 
N38 I2&-4I 



NOTICE OF INJURY 

Work«rt Comp«ni«tion Act 1926. tmmvndfd ($tciion $314J) 

Industry: Public Utility 
Entries thould< if practicablo* bt madt in ink 



Claim No.. 

Section Oi: To ba completed by injured Worker in block letters. 



Sumimt 0* 


Om«r n«m«a ^ 




Siatt No. Aga 


Occup«iion 



Op«r«tiOO in wtiich Worker wit Engtgad at Tim« of Injury 



Data of Iniury 



Ttma of Injury 



Addrau «l wh4Ch Injury Occurrad 



N«lufi of Injury 



Cam of fniury * 



A«marks 



cytUL^ <Lfc^;v>v%gE ^^^otfyW;. r^tp^o^^/ ^"7^ Kiov/ 



Addraai . 



SiQnaiura. 



ERIC 
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(a) Key features qf text contextiaal clues 

layout, boxed lines 
typed print 

key wc^ds 
injury 
surname 
nature of injury 

numbers 
date, time 
address 
staff number 

specific information to scan for 

any items on the form. e.g. time of injury 
where to sign 

Important details 
nature of injury 
cause of injury 

remarks, e.g. when will he return to work. 



(b) Skills to look for: confidence in approaching task; 

ability to Identify type of text and purpose through the use of 
contextual clues: 

ability to understand the organization of ideas in a text; 

ability to recognize key words and phrases: 

ability to understand numbers; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to skim for the general idea; 

ability to scan for specific information; 

ability to work out the meaning of unfamiliar words; 

ability to understand main Ideas; 

ability to understand the meaning In detail. 
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EMPLOYMENTi 



AVON GRAPHICS 

Art iMhmo • KUcrpress printer 
to lotn our arOwin9 compinv This 
p«rsofl NOuTa tniov good condi- 
tions with $ puMibiilty ol tdvir^ct- 
mtnt. Guillotine enpirltnct would 
b« in KtvtntAgt. For tnouiritt ph 
Wlynt Burnhtm. SSO 1 13^ BH 

.^.^ PI JIMTI 

BATCH MAKER 



RCQuirfd for Mt Kurlnul Cov 
Ixpfrltnct of pPint m^Ktno «nd 
CoTour mttching wOuld M • 
COnStdtrpbK Idvtnuo* HOwmr. 
coflsiderttlon wlH iiw be given to 
•ppJUtnts with tn«tl«tlvl pod 
pmbltion. The job will pito Include 
su<h responsipHitlPi ps rpw 
mPterfPlS inventory. Ptc. 

NOuri <re Monday tO Thursdpy 
7«m*3.4Spm — Friday 7pm«2pm. 
W«9P negotipbte 

npPM phonp for HHPrvlPw pn: 



.PialoptP 



•tCVCLt MtCMANIC Previous PR- 
pprlencp n«<«ss«ry. mult Of plpiunt 
npturp ^^PtPHpp M. 

-PU1P«PP 



Orcpiiacrp. 



iOtCAT PPCIUT04I 

2 yeprs exptritfHe minimum, cipts 

3 lUpitce. Backhop iNppflencP 4 
tome mechpnicjl knowlpdoe Mn 
PdvirrtlPf Ph; 923 20lf Bh Of 
411 4637 Ah. 

, P13J1PP1 

iOOV tUUDlR re^irpd tor body 
truck firm at SmIthMptd. eNPPrlpiKe 
In buUdIng t.'tops 4 vpni tuentw. 
PtpPSP phone 604 0840 Pfter 8.30. 

— PStiriP4 

•ODV BUtLOIII 1st Class trpdpppr- 
soon rco tor PSlPmbUng 4 weldino 
plum tipping trpiiprs Cood wages 4 
(ond£. Apply Panther fnp 193 
WprrPn Rd. Smithft«id $04 6300. 



BUILDING 
INDUSTRY 
SCHEDULING 



Hurne<. ARC -s 
Australia s (ed<jing 
<iuppl'Pr ot 'einlOH 

piOvlliClS A rfdt dtv V 

fti\t'> if^ Oil' l.iOf*oinD»» 

11 ts «>nviSi^j^f»t fhd! th«> 

AiH be A mdlii'P pp«sij«i 
who i>6\ e»ieMsivo 

lOnslruv tion induSl»y 
Goo<1 ( 0»n«'>uf>H «<liOfi 

to SO>v€» proDlpnis 



Win!lWin 



SOUTHERN SUBS 



AUXANONIA 
•■OOKNIIHN 

Sull mpture exppripAced p»rion 
S20.000 

Pttpnp 57e>7B$9 
ALFMD MARKS HUNSTVlUE 
Strftp 12/10 Woodvlile St. 
HwrttvHlP Lm 771 



STAR 

PERSONNEL 
•oommihn 

ALIXANDNIA Pup on comouter 
ised systems some p»p in ppyroii 
pftty (psh. rpconi pnd cpsh books 
nM. Sirit ptrson 30. 4S yri. Some 
typina n«(. SpUry highly negot 1 
tfpKi 04y p mth. 

iMtlNl ST KMCSrOfiO 
•«S-S«74 LN 121 «4S*22S2 
— PPiiiPpp 

MKKiAVIN (or house footings 
3B7 3«38or772 1^71 



BLIND FIHER 



VERTICAL/ VENETIAN /HOLLAND BLINDS 

A leading Decor Company has several positions 
available for sub-contract Blind fitters. 

Re<)uirements are commonsense. a related trade 
background, a presentable work vehicle and a 
desire to make money. 

A training period on wages, to learn about our 
exclusive systems will be provided. 

If you cannot copf> with a high work load— don*t 
apply! 

For an Interview please phone Tony on 648-3334. 



BOOKKEEPER 
HOME CARE SERVICE OF NSW 
WAVERLEY/WOOLUHRA BRANCH 

E.E.O. EMPLOYER 
The Home Care Service is a statewide commu- 
nity based organisation which provides practical 
assistance to families and individuals on the 
basis of need. 

The Waverley/Woollahra Branch Is an extra 
large branch with over 700 clients and approxi- 
mately 90 field staff. 

The bookkeeper is responsible to the Branch 
Manager for the maintenance of all financial 
records within the branch. 
DUTIES INCLUDE: 

Receipt of cash. 

Control of all financial records. 

Custodian of all accountable documents. 

Wage preparation, records and 



BOILINMAKIIU 

Boiiermpltpfi requires urtPhtly tor 
Bpneret fpbrkPt^ wOfk m the iHip 
DuHdlng indpttTY. 

Appllcpnts must h4yp thplr complp- 
:ed mdpntufpt or pa AustrpHpn 
rrpdeimpns' Ntfhtt CtrttflCitf. 
It you prp intPfpttP4 conucl tM 
Ei^piqympfit Otftcfr on BIB 9201 
atter 7 30pm on TMstfpy. 

COCKATOO DOCKYARD 
PTV LTD. 
iNCONPORATfD IN N.S.W.. 
A mefflbpr of the A.N.I. Group. 
CotkPtoe IMn 
SydAfvN.SW. 2L,. 
We «rt PA ptupl etpprtunlty 
comppny. 




BOOKKEEPERS 



S1BK PA HUB CAR AUOW 
SOilTHiRN 1 WIST MIU 

2 POSITIONS AVMIABU 

(1 ptRM. 1 uEma) 

Community wttferP oftPntMtiPn 
requirps 2 enp bookltppppa. 
Duties Include wpgpt. tptfgprt. <psh 
bnoks. flnpniipT rptumi Ptc 
Ka>amp£oo exp is (tPllrPd. B«n«fiu 
include 35 hr wppk. trpvpl 
allowance fteii*pie v^hklp rpq. 



683-31SS 



Atter 9pm MondPy for Intprylpw. 
ACTION STArr LN •27 

piaip«4P 



BRICKU^VIRS LAVOUMR 
Wpttpm tubwrfti. Phoitp S2l BOlO 
. .piaiTiPl 



BOOKING CLERK/ 
DISPATCHER 



18 ypprs Plus tPStprn Suturbi^ 
Eiipirtencpa with telephone. Good 
knowtedgp ot Sydney prpp. SwKp 
PttltuOe P must. Motor tPPtpl or 
pcieisortes enperiencp pn ptfvpn* 
tpoe Phone Thp Mpn«9Pr. 
3S7 499B Mondpy trpm B>m. 



BOOKKEEPER 



CKNTKALCOAH ^ 
Furniture retell Pxp rpquired. 1400 
P W Perm I osition. Pf««$t pnonp 
(0P3l 24-2S72 pfter Bpm MOn. 
STAPif FORCl LN tOO 
psasyppi 



BUILDING QUALin 
ASSURANCE 
OFnCER 



RICE DAUBNEY ARCHITECTS prp 
seeking. 

QUALITY ASSURANCE OfnCER 
with p bpckgrogrtd in building ,or 
ArchitPcture reipted to on*sltp 
construction swpPorUlCfl. Thf 
cHlful pppilcpnt will bp rptpoAStblp 
for qaatlty PSSurpnCP inippctlOfl 
pnd reporting for a mP}or t>pptth 
bulldlno currently undpf construe • 
tlon in Sydney. This pppolntmpflt H 
tor pn on site position during the 
period ol construction, end pn 00* 
portunttv exists tor continynlty of 
Invoivpmpnt with furttver pre)PCtS. 
If you know vou hevp tHp rigM 
quptltlet to pprtldpptp in th« con* 
tlntipd growth and devpiopmtnt of 
our iuccesitui prpiticp <onip(1 Mr 
Simmons Pt: 

RtCt DAUBNIY ARCHtTiaS 
•7 PpcHk HiPhwpv 
Nth Sv^MV Nftf 2dB0^^ 
(Ph No; prpp (62) 92B 0977) 

_2 __PUaT4S4 



Thg Home C8r« Service of New Soutti Wates is an Equal 
OppOflumty Employer. The Oty of ^*>ey Branch inwtes 
written appkatiorts for the position of^. 

BOOKKEEPER 

Responsibh to: Branch Maruger. 
Responsibh for Maintenance of all financial records m 
the Branch. 

DUTIESc 

(0 Prepare peyrolt and mamtam sutuidtary records. 

(it) Maintain DeWors Ledger, produce Aged Tnal Balance 

and foHow up of outstanding accounts. 
(Ill) Maintain Branch Cash BooH. 



•UILOBRI LABOURER Manli aree 
Must hafp hoist certittcatp 
939 23B8or849 1713 a/h 



BUB DRn^lR 

EKpprlpmed drivers with Class 3. 4 
or SJIcpncp rpquired tor Suburhpn 
firt Stnricp. Appty Mon.Fri pftpr 
Urn fo KS Victorlp Rd. Rytfatmpre 
, piiipppp 



BUS DRIVERS 



CpsupI PAd Ptrmanpflt suff 
rpqulrtd. Cl«ss 3. 4. or S Drlvpra 
LkPMP. CpH 9pm-l2nMn 
N^fth A Wopfpm Rim Uppp 

VaMSViui' 

PlltP4«P 



BUTCHtR Spp S«(f Imw^oyment Op- 
portPAities column 

PUPPtPP 



CABNMT^MAMIR - SMiiLiD 
KItchPfi CPWMt m«htr to work 
with KAIttll Nitthppf. pHo mpnufPC- 
tjKP of mportpd Lplfht KltchpfH. 
QKmpn UAfUPgp pn pdvantpge. 
U4 SaM iSf Vthpr pprticmarp. 

PUlPPtP 



Hwm arortttlvp Joinery ihop 
rp<Hilrtt self mothetpd trpdtf^cr- 
sons 10 iPin Our prpfpnt tppm. 
Attrpctlvp wpfp« A (OrtdltiOfls- For 
pn kttpnntw phonp Noll Staggs on 



CAMNITMAKIR INSTALUIIS 

KItchpn cpmopny rpqulrps 2 cptolnpt 
makprp Mslpllprs. Mult havp 
rpfprpflcpi. PhOAP LPuriP 904 4 B 77 
PUtlPPl 



CABINETMAKER 



RpQ. for furnitvre mpnutpcturpr. 
TrPdPiperton only. Ph 602 6161 
. PiatPPP4 



CAR DBTAIUR (Piupl. rpaulrvd toy 
iprgp ppnpi shop- Stvpn Hiiis prpp. 
Could bp permpnent potition Must 
bp Piptriencptf.^CpfltP<t Ppuj Njrw- 
ton on B24 5900 pr pyh B4| 9927 
psupayi 



CAR WASHtn youth neetftd to 
wp$h can. buiy d«Uillng_lhOp. musi 
hpvpcurrpfitHCWHP. Ph7l2 2B02 



.PSa410P4 



CARPtNnR Pprtltton work. Citv 
prpp. must pp Pblc to work with 
mMmuffl lyppnr li lon. immpditte 
ItPft, tOOd wp«p«. 706 1212 



CARPtNnR EKPtrlpflted in office 

Kirtttton mpnufpclurp A InitatlPtton. 
POP* ApgotiPblp. PIpnty O.'timt A 
POiiIMp iu«>contrett work. 
PhTsii 39S6SPt.lS7 2$S2Stfn 
puapppi 



CARPtmiR Qualified trpdpsppr- 

Kn 20*30 ypprt wtttt piiperipn<P In 
lidiiig con«tru<tioA rpogkpd to 
cprrv outp vprlpty pi building skiMs. 
Must hpTp pwn transport. Willing to 
work innpr A north wPitern sub- 
urbi. Immpdiptp lurt 6 good 
wpgpp. Ph (04S)n aS72 Pll hours. 

PUtPPPt 



CARffNTlRS wpntPU. 10 exp«rl. 
pncpd CPrpentpri to work on form, 
work. Hard work (or good wages. 
Ph(042) 7S 17a«, 

I Plata i«- 

CAKPtNTiiu ANO xmimt 



6i 



BEST COPY AVAILABLE 
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(a) Key features of text: 



contextual clues 

layout, columns, typed print 
bold-print headings, logos 



key words and phrases 
Employment 
names of Jobs 
suburbs, phone numbers 
requirements* e.g. experience, driver's licence 

numbers 
salary 

phone numbers, times. 
Specific information to scan for 
the salary, the contact number 
the location, etc, 

possible unfamiliar words 

abbreviations, e.g. a/h.. suit., exp., hr, p.w. 

Important details 

specific qualifications required for a Job 
duties involved In a Job 
how to apply 



ability to identify type and purpose of text through use of contextual 
clues; 

ability to understand the organization of ideas in a text; 
ability to recognize key words or phrases; 

ability to understand numbers e.g. time, phone number address; 

ability to use punctuation to construct meaning; 

ability to predict meaning before reading; 

abllit^^ to predict meaning while reading; 

ability to skim for the general idea; 

ability to scan for specific information or words; 

ability to work out the meaning of unfamiliar words (including 
abbreviations); 

ability to adapt reading strategies to the task; 
ability to use reference skills; 

• alphabeiical order 

• categorical organization 
ability to understand the main ideas; 
ability to understand the meaning in detail; 

ability to understand information not explicitly stated. 



(b) Skills to look for: 



confidence in approaching task; 
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Task 5 Understanding a aemi-formal letter from a real estate agent 



P.O.Box 1295 
Paddington 
NSW 2021 

B&J WILLIS & COMPANY 
Pty. limited 

(EST. 1896) 

REAL ESTATE AGENTS 
144 OXFORD STREET, PADDINGTON 



17th July. 1988 

Miss Miller 
3/94 Suirey Street 
Darlinghurst NSW 2010 



Dear Miss Miller, 

RE: I^ase 3/94 Surrey Street. Darlinghurst. 

It is now more than 12 months since your rent was increased and due to increased 
costs, rates, etc. the owner has no alternative but to increase your rent to the current 
market value. 

As from the 13th August, 1988 the rent will be $150 per week. 

However, should you not agree please advise us in writing giving one month's notice 
so that we may make alternative arrangen.cnts to re-let the property. 



Yours sincerely, 



(Ms) P.M. WiUis 
Property Manager 



ERIC 
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(a) Key features of text: 



contextual clues 



layout of letter, 'Dear..; 
letterhead paper 
typed 

key words 

name of estate agent 

own name and address 

rent, Increase, 13 August $150 

numbers 

dates, addresses, amount 

specific information to scan for 
the amount to be paid 
the date of the increase 

possibly unfamiliar words 
lease, property, a^temative 

important details 

the reasons for the increase 

the alternative to paying the increased rent 



ability to identify type and purpose of text through use of contextual 
clues; 

ability to understand the organization of ideas in a text; 

ability to understand relations between parts of the text; 

ability to understand sentence structure; 

ability to use punctuation to construct meaning; 

ability to recognize key words and phrases; 

ability to understand numbers, e.g. address, date, amount; 

ability to read fluently; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to skim for the general idea; 

ability to scan for specific information; 

ability to work out the meaning of unfamiliar words; 

ability to adapt reading f. .rategles to the task; 

ability to understand main ideas; 

ability to understand meaning In detail. 



(b) Skills to look for: 



confidence in approaching task; 
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Task 6 Understanding a gas bill 




AGL Sydney Limited (liicurpoijlixl in NSW) 
P.O. Box 2107 Norih Sydney . NSW 2059 



CUSTCIVIIIR MUWScR 



1 57.8 1 40071 



AGl. Sydney Limilecl 

P.O. Box 2107 North Sydney . NSVv^ 2059 

Tel. (02) 922 8000 Account Enquiry 

(02) 922 8838 Service And Appliance Repairs 



MR I). AVVtNEVOL 
TIHOf^ STREET 
IDARLINGMURST 
NSW 2010 



EERVICE ADDRCSS 

AWE NE VOL a SONS 
22 TIMOR STRtiEf 
OARLIMGHURST 
NSW ?0 10 



F>LR10D 0 1/0 7/88 



30/09/86 



PLEASE NOTE INCREASE IN PRICE 0!- GAS 
EFFECTiVE FROM JANUARY 1 , 1908 

VISIT YOUR LOCAL GAS CENTRE TODAY AND 
SEE THE NEW AGL EXCLUSIVE ROOM HEATERS 



Meter Reading 
Present Previous 



6308 



Aiiioui'.t 



Factor 



35.9537 



Daily Average 



Thii Yrar 



15 



I'* 



Tariff 
Code 



Block of 
Consumption 



ECO 



FINAL DATE FOR PAYMENT 



1325 MJ 



10/10/88 



l^iitc in Cents 



1 . 13 3 30 



AMOUNT 



TOTAL DUE 



J 



20.31 



20.31 



Teller 

/ / 
Date Received 



GAS INSTANT CONTROL SA VES ENEJiGY 
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(a) Key features oj text: 



contextual clues 
logo, layout 



key words 

gas* total, own name and address 

numbers 

dates, phone number address, amount, customer number 

specific information to scan for 
the due date 
the address to send it to 
the customer number 

important details 

what to do If you want a receipt 



ability to identify type and purpose of text through use of contextual 
clues; 

ability to recognize key words and phrases; 
ability to understand numbers; 
ability to predict meaning before reading; 
ability to predict meaning while reading; 
ability to scan for specific information. 




(b) Skills to lookfo. • 



confidence in approaching the task; 
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Migrants ripped off 




Picture by GREG WHITE 
rACING EVICTION: Th« Cfitlmona with M«Ha« 4, and baby Ashurina 



By SUSAN TAYLOR 

NON-ENGLlSH-speakiDg 
migrants in Sydney's west are 
being discriminated against by 
estate agents and ripped off by 
landlords, say housing ofTicials* 

They say seme landlords play on 
the tenants' poor knowledge of 
English to make (hem sign (heir 
rights away on forms they do not 
understand. 

Landlords are cheating (enan(s 
out of (heir bond money and 
getdng them to unwittingly agree to 
carry out vital repairs. 

Eloise Murphy, of the Fairfield- 
Liverpool Tenants Advice Service, 
said a basic communication prob* 
lem was the first stumbling block 
for migrants. 

"It is difficult to prove, but some 
agents discriminate against non* 
English-speaking applicants 
because the market is so tight they 
can afford to be more exclusive 
when they pick as u tenant," she 
said, 

"Tenants arc asked to sign a 
range of documents. They are often 
asked to sign another form, without 
reading or understanding it. and 
that's the bond claim form the 
tenant is supposed to sign at the 
end of the tenancy/' 

Two meetings held recently by 
the service in Fairfield and Liver- 
pool raised more talcs of rip-offs. 
They Included: 

• Tenants of a l7.year-old 
block of flats in a "terrible condi- 
tion" believing fhey have to carry 
out major repairs. 



• Two non«Englibh- 
speaking families in the 
same block having to 
share one stove because 
the landlord refused to 
mend the other one. 

• A Chinese man who 
found he had signed over 
the whole of his $360 bond 
to his landlord. 

• A Chilean mother- 
of-three whose landlord 
refuses to do repairs to a 
leaking bedroom, which i.s 
unusable when it rains. 

Mary Anne Veliscck, 
migrant resource worker 
with the NSW Tenants 
Union, cLiims the tribunal 
system, where tenants can 
complain about a rent 
increase, is unfair for 
non-English-speaking 
people who have to 
defend themselves against 
more articulate estate 
agents. 

She wants information 
on bonds and leases made 
available to non-English- 
speaking tenants in sev- 
eral languages from estate 
agents. 



ERLC 



BEST COPY AVAILABLE 



(a) Key features of text 



contextual clues 
layout, headline, 
typeset in columns, photo 



key words 

migrants ripped off, discrimination, cheating 
landlords, estate agents, tenants 
non-English speaking 
bond money, repairs 

specific information to scan for 
in which area of Sydney? 
particular cases, e.g. the Chinese man 

Important details 

the reasons why migrants are vulnerable 
the specific problems that have arisen 

possibly unfamiliar words 
rlp-offs, discriminate, 
articulate, stumbling-block 



ability to Identify type and purpose of text through use of contextual 
clues; 

ability to understand meaning in pictures; 

ability to recognize key words or phrases; 

ability to use punctuation to construct meaning; 

ability to read fluently; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to skim for the general idea: 

ability to scan for specific infonnation; 

ability to work out the meaning of unfamiliar words; 

ability to adapt reading strategies to the task; 

ability to understand the main Ideas; 

ability to understand the meaning in detail; 

ability to detect the attitude of the writer. 



(b) Skais to lookfor: 



confidence In approaching the task; 
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Tasks 



Understanding aperwonal message 



(a) Key features of text: 



■Hvirvc^ VwvvN CIS Soo/^as VO-> 



2^ 



contextual clues 
layout 
handwritten 

key words 
names 

brother, rang, urgent 

numbers 

phone number, time 

specific information to scan for 
who wrote the message? 
what's the number to ring? 
what time was the message taken? 

possible unfamiliar words 
urgent. 



(b) Skais to look for: 



confidence in approaching task; 

ability to identify type of text and purpose through use of contextual 
clues; 

ability to recognize key words or phrases; 

ability to understand numbers; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to skim for the general idea; 

ability to scan for specific information; 

ability to work out the meaning of unfamiliar words; 

ability to adapt reading strategies to the task; 

ability to underetand the main ideas; 

ability to understand the meaning in detail. 
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(a) Key features of text: contextual clues 

layout, pictures, prices 
typeset 



key words 

names of items, e.g. tea bags, chocolate 

prices of items, e.g. 59c. 1.99 
numbers 

prices, quantity, weight, number 

specific information to scan for 
the prices of specific items, 
e.g. how much are the tea bags? 
the number of items for the price, 
e.g. how many cartons of Juice for $1.99? 



(b) Skills to look for: confidence in approaching task; 

ability to identify type of text and purpose through use of contextual 
clues; 

ability to understand meaning in pictures and diagrams; 

ability to recognize key words or phrases; 

ability to understand numbers e.g. price, quantity; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to skim for the general idea; 

ability to scan for specific information or words: 

ability to work out the meaning of unfamiliar words; 

ability to adapt reading strategy to the task. 
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Task 10 



Understanding a letter from school 



WIMBERLEY PRIMARY SCHOOL 



Hayi 1987 



Oeeu: Parents, 

Term 2 Family Contributions 

Family contributions for term two are now due and we hope that you will 
support the P 4 C*s najor fund raiser once again* 

Itiis year v« have already spent $7000 on replacing and adding jo the 
cortputers with more bills to cane, ihls means that a good response to the 
family contribution scheme is essential if we are to continue to fund 
the day to day e^qpenses as v^ell as make major purchases. 

The n2xt major project is a new photocc?)ier for the QiishDlm building and 
the continuation of turfing of areas of the playgnwnd. 

Ibe family contribution scheme is now K-6- Hie money is used for the benefit 
of every child from Kindergarten to Year 6 arri we hope that you will sv^jport 
the P A c in its efforts to provide better facilities ft ^ your children. 

For your interest details of all income and e>?)enditure are presented at 
every P & C meeting. 

Suggested rates are as follow: 

Single child - $15.00 Family - $20.00 

Please send your contribution as soon as possible - a receipt will be 
given to your child to take home to you. 

With thanks^ 

Ohe P * C irxecutive 
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(a) Key features qf text 



contextual clues 

layout of letter CDear../, etc,) 
typed. 



key words 

Wimberley Primary School 
P&C, family contributions 
single child, $15 
family, $20 

specific information to scan for 
how much has been spent so fax? 
what on? 

how much is a family contribution? 

possibly unfamiliar words 

contributions, income, expenditure, turfing 

important dr'ails 

why contributions are needed 
what the next project is 



ability to identify type and purpose of text through use of contextual 
clues; 

ability to understand the organization of ideas In the text; 

ability to understand relations between parts of the text; 

ability to understand sentence structure; 

ability to use punctuation to construct meaning; 

ability to recognize key words or phrases; 

ability to understand numbers; 

ability to read fluently; 

ability to predict meaning before reading; 

ability to predict meaning while reading; 

ability to skim for the general idea; 

ability to scan for specific information or words; 

ability to work out the meaning of unfamiliar words; 

ability to adapt reading strategies to the task; 

ability to understand the main ideas; 

ability to understand the meaning in detail. 



(b) Skills to look for: 



confidence in approaching task; 
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2. Illustration of 
procedures 

(a) Recording 
miscues 



SIGHT WORDS 



STOP V 
POUCE 
OPEN 



/oneway 
ambulance 
telephone «^ 



NO SMOKING 
/FIRE 
AIRMAIL 



SIGN/LABEL T5?ApiNG_H0URS 



MON^'niURS. 
FRI. & SAT. 



SUNDAY^ 



9 a.m.-lOjp.m. 

9 a.m.-ll p.m. 

10 a.m.-lO p.m. 
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READING 
PROFILE SHEET 



NAME 



LEAXtNBRTYPE 



DESCRIPTION OF TASK: (Conmient on type of text, complexity '^pcxo^o- .Socao.! u>ovt)l5 
clailty, familiarity, etc. and attach copy if possible) yy<-\ CovrUi^"^ » .e. , w I'fK 



SKILLS (Mark those appropriate to the task) 



COMMENTS 



• identify English script Coo?\dWlUrp" ; - 

• identify type of text and purpose— CoT^vi2x:V\A^\ cVu€.t, VvsX^c^ rV-. r^.<Loal»^^'V 

• understand organization of ideas in the text ^ Sov>^^ S^oy^W\ VO?iMs 

• understand relations between psirts of the text 

• understand sentence structure 



• understand punctuation reOsbypW \d / r^od<2_ >^ cdVui^vxcrV 

• recognize key words and phrases -=::Cor%-\^sW> Svc\v^- dsA v^cs\ 

• understand meaning in pictures/diagrams -VvAoeJ^o^ 

• understand numbers ' 

• Identify letters of the alphabet 




Strategies 



• read fluently 

• predict before reading 

• predict while reading 

• skim 

• scan 

• work out the meaning of unfamiliar words. us'Jig ■ 

semantic clues 
syntactic clues 

grapho-phonlc clues " 

• adapt reading strategy to the task 

• use reference skills 

• adapt strategies when meaning Ls lost 



-•fried a ^norivc oi^:^c\c vAv>^CGe&S' 



Comprehension 

•main Ideas reccD^v^^s•<2d oioc^ WxVv o( "VW 

•meaning in detail S\Oy^s\ Vj^C>r<^S. . 

•implicit meaning 
•attitude of the writer 
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GENERAL Lc^eiia. ^roi.Qo\ca. r>f«A\ci-Nc>vN 
COMMENTS tov^vAavvcA MV.*„ 



POSSIBLE 
TEACHING 
OBJECTIVES 



JO 



-(awvWvdv- cov-?\vav\^ LiL-a. sia/^s ^ product 



r<2cxd\rw> 
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^0 



2/120 Bourke St.. 
East Sydney 
29th May 



Dear Allen, 



9^ -4- 

How are you? rnysony I|haven't written foryso long. I've 



been very busy at work yaping a lot of ovemme — but/things/ 



ar^getting a little/bit/tetterydow. 



We hav^ lus^ moved to a new flat. It's^great. It has a good 

good Cord'ttO*^ y 

v^jg^of^^ city, and it's close to the station. We are verw 
happy here. 

; / ""-^ 

/Say 'hello' to your/family for me and please write back 
soon. 



All the best. 



Martin. 



Re«dln<«ndWnan<Aat»e«nentK)l Sue Hood and Nicky Solomon 33 

^ CI 

ERIC 



ERIC 



READING 
PROFILE SHEET 



NAME 



oor 



..DATE 



LEARNER TYPE io. 



DESCRIPTION OF TASK: (Comment on type of text, complexity ^r^pAcjGx^vx^ \Q^'Qjr 
clarity, famUiarity. etc, and attach copy if possible) . Wx>rd Uiv^vW^ vvs o\<?£XV^ 



SKILLS (Mark those appropriate to the task) 



COMMEl'TTS 



confidence s/e^cA, Co r^(\d<lv\\ bud Y^CX Alb ifCxW CX 



Skills 



identify English script 
identify type of text and purpose \/ -iV>ei. ' 
understand organization of ideas in the text 
understand relations between parts of the text 



• understand sentence structure-. — 

• understand punctuation 

• recognize keywords and phrases/' v-v> a v^^-i 

• understand meaning in picturco/dlagrams^ 

• understand numbers 

• identify letters of the alphabet 



Strategies 



.readfluentty/^"^^'^^"^'"^ ^xW'^^o.d ^^^^oc^ 
. predict before reading^ ^w^vxNv^^y ^sV.. Co<^^ ^^^'^^-^^'^^^ 
. predict whUe readlng^.-iU^ ^;;^^^^^^^^ ^^^^^^^ au<2S.S>,^bsVv^u*^ ^./^v-a , . 

• skim ^^..J vOordsJV^^ acspx~oor\<?:X^ S€*>^TvC. 

• scan ^"----^^^e \cX {<^.^' O^^QCf^ ^iGttet* cprd^ itvov^ , cXOav 

• work out the meaning of unfamiliar words, usihg--^ ^ , ^ . ^''^^M ) 

semanUc clues X 5.ei^-^c •Vxe\.d J^^Dirv^ tsvo^ SpokavN \aYXxa.a3^ 

syntactic clues ^ ^ 

grapho-phonic clues ~ ^"^^^^^^^^^^^oW^ 

• adapt reading strategy to the task ^£xrr\Q^ OfO<ck^O-^or\\C^ 

• use reference skills v^octWwAdUip To orio^wxU U^OYzi 

• adapt strategies when meaning Is lost 



Comprehension 

•main ideas ^ -^vckjedl nrxaxv-\ \(dea^ orNU>y 
•meaning in detail 
•implicit meaning 
•attitude of the writer 



Readme end Writing AMCMtncnt Kii 
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GENERAL — Loillt^-tequ<2£,S. bixt nd piciih^a Up on 
COMMENTS Suv^kxiSiC cxr<i mro^lo^M r5eto(^v^^S^L 



POSSIBLE pccsot-oJi laXfer::^ Ox^ m^s£,o.c3o 



TEACHING 
OBJECTH^S 



— +o a<2.N/^o(p -^pft^d-^ves -fee Loork.vv>o 
— L^s!rv>a"^^^ sc-w\a/v^ie Q3^^^txair^(-/-^»e^ 
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English AMES provides morning, afternoon and evening classes at 
regional education centre^ and in your/suburb. 



Course^ include programmegfor new arrivals, long-term 
residents, and classe^ with home language support. There 
are also special courses in study skills, reading and 
writing? conversation and English for work. Other special 
courses may be ;.nange^ Where possible students wl^ 
common needs and interests are group^ed together, e.g. 



people seeking work, women^th small children, 
shift-workers, the^ _eldei^. Theft are also facilities for 
individual study. 



All courses are free. Free childcare is available at some 
locations. For more information or to enrol in a class 
contact your nearest regional education centre or 



community co-ordir]^o^. 
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READING 
PROFILE SHEET r 4. ^ 

NAME C .n.<tVw\ DATE. 

LEARNER TYPE —Lj 



DESCRIPTION OF TASK: (Comment on type of text, complexity Cc3\m^c. -Vrcjrv^ 'r>^^rr<xtvor^ 
clarlly. familiarity, etc. and attach copy if possible) b^cl^OV ^ . ^^o■\ Su-pCbtHvOd bu 

J yvvCc%rrona voir\ . 



SKILLS (Mark those appropriate to the task) COMMENTS 
Coi\fidence 0^ye::>c^ 

Skills 

• identify English script 

• identify type of text and purpose 

• understand organization of ideas in the text 

• understand relations between parts of the text 

• understand sentence structure ^ • \ ' x ^ ' 

. underetand punctuation " <='^^^^^ pxuc.y^ -V ^ov^^Ov^ 

. recognize keywords and phrases ^ U»^a>ArNv\vcxV- U)v W CK\\dCaVe' 

• understand meaning in pictures/diagrams 

• understand numbers 

• Identify letters of the alphabet 



Strategies pgrxr^ -OwG^Nt U Uii+i^4^-CA0^€^ OV^GT 

• read fluently /^^"^ UArv^k>/N^\\\0>{ Wi^sv-ds. 

• predict before reading fsubsj-itlxtecl oiOK^-^orvvN caf spt^^^GA/^ lo^aacxei^AWi H^Gm 
. predict while reading /<j ^^^^^^"^ •^xv^s;avW\Var V>Xirds '\n oxTiQH?:i\Y^■fo,vv^ ' 



skim \ M^^ciaNTNvvxpv \ y — ^..mwv»»x- 

work out the meaning of mif^miliar words, using 3^ dcD^KSv^ou^^W-b m^v^?;:^ 

semantic clues \. ^r^c»d^ <^uvcJe.C\iWvv\pi'or 

syntacUc clues \^ ^fLx'^y^>^ (Sis/'^r O^r^f Q20^S or\ 

grapho-phonlc clues \ /-c3^\s5:xov>S WorCi-^yv>aS irgf ^cd"- 

adapt reading strategy to the task \\ -prov^o oCvbdhoy^ -focJC^ ur^^Q^-Corr<L d<x) 
use reference skills | lohe.r-e. >rv\\sco«5. Kjoc\% Sijrv'icxct'i'CEvlLA^ 

adapt strategies when meaning is lost ^ Vv~rNiposs.vb\^ 



Comprehension 

•main ideas ^ ^icir-ed txp r^ai>o id^S — SoonG, <:Xq^<X\\ \oS.T 
•meaning in detail fc>2.ccuAS^ of \lVv^\lt^ \a^O\\Cf^^. 
•implicit meaning 
•attitude of the writer 
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GENERAL 



POSSIBLE 'I0 n^ov32.-^?:rr/YvlLM Lontte^H'^s [SucK aS 
OR^nrVES S<2mi--forwYxl l-fer\rv4xi Is2.1t^, ri^ffs, 
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(b) Cloze 



My Life In Sydney When I was in Korea, I longed to be in Sj^dney. I had 

heard that it was the most beautiful city in the world- and 
it really is. 

When I first arrived I was afraid of everything, because I 
couldn't speak any English or even understand what 
people said. Also the way people lived was so different to 
the way we lived in Korea. 

Now, six months later, things are getting better, 
although I still wony about a few things. 

My main fear is that I won't be accepted by Australians 
because of my different race, my different facial features, 
and my accent. 

The English language is my second biggest problem, 
even though I studied English at high school in Korea for 
six years for four hours a v/eek. My English isn't good 
enough for me to join in conversations with Australians, to 
read books and magazines without using a dictionary, or 
to get the sort of job I'd like. 

Sometimes I miss my family back home. I don't have 
ary family here, except for my husband. Still I guess I'm 
luckv because I have many Korean friends. I hope I will 
soon have some Australir»^- ones too. 
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My Life in Sydney 



When I was In Korea. I longed to be in Sydney. I had 
heard that It was the most beautiful city *n the world- 
it really is. 



and 



When I first arrived was afraid of everything. 

I couldn't speak any or even understand 

what said. Also the way lived was so 

different the way we lived Korea. 

^ Now six months . things are getting better. 1 

still worry about few things. 

My main is that I won't accepted by 

Australians because my different race, my 

facial features, and my . 

The English language is second biggest problem. 

even I studied English at school in Korea 

# for yeaic: for four hours week. My English 

isn't enough for me to in conversations 

with Australians. read books and magazines 

using a dictionary, or get the sort of 

I'd like. 



Sometimes I 



my family back home. 



don't 



except for my husband. 
. I have many Korean 



have any family . 

guess I'm lucky 

hope I will have some Australian ones too. 
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My Life In Sydney 



(1) When I was in Korea, I longed to be in Sydney. I had 
heard that it was the most beautiful city in the world— and 
it really is. 

(2) When I first arrived was afraid of everything. 

I couldn't speak any ^'^y^y^^ ^r even understand 
what "^^'^ said. Also the way lived was so 

different • the way we lived Tn Korea. 



(3) 



Now six months ^^^A . things ai*e getting better. 
still worry about , few things. 



(4) My main '^^^^ is that I won*t accepted by 

Australians because my different race, my 

facial features, and m y . 



(5) The English language is ^ second biggest problem, 
even^i^ I studied English ?f^^5^Sg},fn Korea 
for J3 years for four hours Jlfl^^week. My English 

isn't enough for me t.o^J^^f^^m conversations 

with Australians. ^ read boolg^and magazines 
Uv ^griW using a dicUonary. or ^'^^^ get the sort of 
'foadnQr I'd Uke. 



(6) SomeUmes 1 <^ my family back home. ^'^^^ don't 

have any family . except for my husband, but I 

guess I'm lucky ^^^^^ have many Korean-p2^^^. 1 
hope I will have some Australian ones too. 
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READING , 
PROFILE SHEET Jj^ dateM5J 

LEARNER TYPE i=h 



DESCRIPTION OF TASK: (Comment on type of text, complexity (^^scrj^hon of lif^ \ r\ 
clarity, familiarity, etc. and attach copy If possible) J\u£V™,va. (fi.J^ru <S^^ iA»Ov-d 



SKILLS (Mark those appropriate to the task) COMMENTS 



Coi\fidence 



Skills 

• Identify English script 

• Identify type of text and purpose 

• understand organization of Ideas In the text 

• understand relations between parts of the text 

• understand sentence structure 

• understand punctuation 



Soctis^^o^GCu us^ cf can iariC5tioins 

^ (\rn v-Qjd n^Lj V pa r<a."3 . ^ av^csf ln€r 

• recognize key words and phrases v/l,^^^^^ O -^^^aaJ -H-\ 'y>r\0£,' 

• understand meaning In plctih;es/diagS^r^ rr^^ in^usiori? r^cd€_+o-^AAe,4opc cstthof 
. understand numbers \ ^^oo^CK6rs-'2^^^p,ci^,^^ 

identify letters of the alphabet \ Wovd^ av^d pKnxS^€^ -J J 

strategies 

• read fluently 

• predict before reading 

• predict while reading 

• skim 

• scan 

• work out tlie meaning of unfamiliar words, using 

semantic clues y/^ 

syntactic clues X ^av-iUA rv^cAu£.\orvS do^r^-^-f'xV S<2.vi^Ce.^tYXAGtuY^ 
grapho-phonlc clues 

• adapt reading strategy to the task 

• use reference skills 

• adapt strategies when meaning is lost 



Comprehension 

•main ideas ^ 
•meaning In detail 
•Implicit meariing 
•attitude of the writer 
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GENERAL f\ck-^d up "H^<2. (9\\si~of -fl<^<2 sioru av-^d loas 
COMMENTS Ohio. Sub^KtOT^ r^a^^u^ U)ord5 4Kod u>an2 

ScwNa^-iiG^xH^ ^ppyODpoofcl.-- beef u»^ai>/^ 



POSSIBLE 
TEACHING 
OBJECTIVES 
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My Life in Sydney 



(1) When I was in Korea. I longed to be in Sydney. I had heard that it was 
the most beautiful city In the world— and it really is. 

(2) When I first arrived i- was afraid of everythlng.^^^^^^couldn't 
speak any^]^(^fbr even understand wha P^^"^ ^ ^s^^ Also the way 

flosWiO^Q lived was so different fforvy the way we lived Korea. 

(3) Now six months ^6/^ , things are getting better, I still worry 
about 0 few things, 

(4) My main p^^W gis that I won't .accepted by Australians 
because my dliTerent race, my ^facial features, and my 



(5) The English language is second biggest problem, even 
studied English at school In Korea for years for four i 
hours week. My English Isiit ^QQ^ enough for me tc^^^^^^^ 
in conversatioiis with Australians, !X read books and magazines 

using a dictionary, or 'jh get the sort of I'd like. 

(6) Sometimes I my family back home. don't have any 

family J2^£^. except for my husband. I guess I'm lucky 

I have many Korean- ^ Cr)ds I hope I wUl ^^^ have some 
Australian ones too. 0 J 
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READING 
PROFILE SHEET 



Co 



NAME 

LEARNER TYPE 3- 



DATE 



DESCRIPTION OF TASK; (Comment on type of text, complexity ^IgQCrj^O^^ \v^(isW-Jxl\a 
clarity, familiarity, etc. and attach copy if possible) s'^Word ) 



SKILLS (Mark those appropriate to the task) 



Coi\fidence 



Skills 

• Identify English script 

• Identify type of text and purpose 

• understand organization of Ideas in the text 

• understand relations between parts of th 

• understand sentence structure 

• understand punctuation^ 

• recognize key words and phrasevS 

• understand meaning in pictures/ 

• understand numbers 

• Identify letters of the alphabet 



COMMENTS 




device "to I^L deas ii^imTOxT 



agrams 



Strategies 

• read fluently 

• predict before reading 

• predict while reading ^/^ 

• skim 




• scan 

• work out the meaning of unfamiliar words, using 

semantic clues \^ 
syntactic clues ^ 
grapho-phonlc clues 

• adapt reading strategy to the task 

• use reference skills 

• adapt strategies when meaning is lost 

Comprehension 

•main Ideas 
•meaning in detail 
•Implicit meaning 
•attitude of the writer 



para P. ^ 

In somc^ places dhacoos ^r\o)ck^c> 
odA jusf on'<2. {A)ortD/ i^of 

but cocld dd sA tutM mq5.or 
all uicrd<s, added r^c&<3d-x:>4)QSkpic 

-j^ro.. 4d. ^ bud I Qu^ss 
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GENERAL 
COMMENTS 



lA^vds oddQd u^cr^ appi-cop nodT^L- "te 4hG.G5ntOT 

cqrdad-ioxl sh-ucKjr^. d--lWapO(^aQQ_ or 
wl^r^iKan omi utord had to us^ -io doS3. 



POSSIBLE 
TEACHING 
OBJECTIVES 
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(c) Sequencing 
Master text I. 



14Waratah St 
Bondi 2026 



12th June, 1987 



Minister of Education 
Parliament House 



Deal" Minister, 

I am writing to express my deep concern regai'ding the 
Government's decision to cut education funding. 

In particular, I was disturbed to learn of plans to increase 
class sizes and to abolish the free book allowance for 
disadvantaged children. 

These measures seem to be very short-sighted responses 
to financial problems for several reasons. 

Firstly, our future welfare depends on providing our young 
people with the best possible education. 

Secondly, by showing a lack of commitment to high 
educational standards we will encourage a lack of 
confidence in this country on the part of the international 
community. 

I strongly urge you, therefore, to reconsider this decision. 
Yours sincerely. 



"is 
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Master text II. 



15 Johns SU'cet, 
Vv^estmcad 
NSV/ 2145 



15th September 1986 

Hie Manager 

Best Motors 

12 Bathurst Street 

Parramatta NSW 2 150 

Dear Sir, 

I wish to apply for the position of Apprentice Motor 
Mechanic advertised in the Daily Telegraph on 14th 
September 1986. 

Although having left school only last year, I have had an 
interest in cars for some years. At school I took an elective 
in car maintenance and have been carrying out small 
maintenance jobs on my parents' car ever since. 

Since leaving school I have worked on a regulai* part-time 
basis at the Shell S»irvice Centre, Westmead, as a petrol 
pump attendant and general assistant. I have recently 
completed a pre-apprenticeship course in motor 
mechanics at Liverpool Technical College. I am also a 
member of the Parramatta Sports Car Club. 

Enclosed is a copy of my resume for your consideration, 
together with copies of two references. 

I hope you will see from my background that I am 
well-suited to this position. I would be pleased to aUcnd 
an interview at any time which is suitable to you. 



Yours faithfully. 
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14 Waratah St. 
Bond! 2026 
12th June, 1987 

Minister of Education 
Parliament House 



student sequenced 
text I. 



Dear Minister, 



I ain writing to express my deep concern regarding the 
Government's decision to cut education funding. 



Firstly, our future welfare depends on providing our young 
people with the best possible education. 



In particular, I was disturbed to learn of plans to increase 
class sizes and to abolish the free book allowance for 
disadvantaged children. 



Secondly, by showing a lack of commitment to high 
educational standards we will encourage a lack of 
confidence in this country on the part of the international 
community. 



These measures seem to be very short-sighted responses 
to financial problems for several reasons 



I strongly urge you, therefore, to reconsider this decision. 



Yours sincerely. 
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READING 

PROFILE SHEET p. n ^ o^r on 

NAME Cdnh'i^^ DATEo^CLbx^g^ 

LEARNER TYPE fj- 



DESCRIPTION OF TASK: (Comment on type of text, complexity SGgu^CrnQ — l^tfer 6f 
clarity, familiarity, etc. and attach copy if possible) 'prcSlKSSr-'it p^d 

Cut yrio s^jmrces 



SKILLS (Mark those appropriate to the task) COMMENTS 



Confidence 



Skills 

cfQw\| 

• Identify English script ^ 

• identify type of text and purpos 

• understand organization of ideas In the text 

• understand relations between parts of the tax 

• understand sentence structure 

• understand punctuation 

• recognize k^r words and phrases 

• understand meaning In pictures/diagrams 

• understand numbers 

• identify letters of the alphabet 



^ ^ addr^s, opanma ^- closure . 

\dm^ ^Q.(^., r\ni2d -Gj^ cxv\ axx\n 



^pcor _ . 

> VSQMX^^ dQOQ)^<^ on.. \DQdr 

• scaii ^ ^ 

• work out the meaning of unfamiliar words, using , G "Wies^ yY\QQS>Of^^ (jiOOS, 

semantic clues h^^-f «^er bacfe-fe 

syntacuc clues a/\urtt^m^,ard ^56^^0.1 

grapho-phonic clues \ A. T \^ J 

• adapt reading strategy to the task nOT irOl lOUJ^ 

• use reference skills 

• adapt strategies when meaning Is lost 



Strategies 

• read fluently 

• predict before reading 

• predict while reading 

• skim 

• scan 



Comprehension 

•main Ideas 
•meaning In detail 
•Implicit meaning 
•attitude of the writer 



ERLC 



Headlxic end Writing AoMwnent Kit 



Sue Hood and fHcky Solomon 130 



GENERAL \hs> Some. a)oOcK<-cn€S.s. dr \a>^ud o(-feocvc\\ 
COMMENTS ^^^^^ ^ ISY^ '(amA^CXY;^u3v\K4V^u0axj 



POSSIBLE "To cxvianajt:^ <^ 'tMp^s: <sf -^oxnr>rx4 
OB^roCXrVES K^ti^ia^ ^o^^^a^jcd of opv^\av>.^ 

CoV>GSoOv^ daw COS. css^^CvOA^az^ 




ERIC 
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15 Johns Street, 
Westrnead 

student sequMiced 2145 

15th September 1986 

The Manager 

Best Motors 

12 Bathurst Street 

Parramatta NSW 2150 

Dear Sir, 



I hope you will see from my background that I am 
well-suited to this position. I would be pleased to attend 
an interview at any time which is suitable to you. 



Since leaving school I have worked on a regular part-time 
basis at the Shell Service Centre, Westmead, as a petrol 
pump attendant and general assistant. I have recently 
completed a pre-apprenticeship course in motor 
mechanics at Liverpool Technical College. I am also a 
member of the Parramatta Sports Car Club. 



I wish to apply for the position of Apprentice Motor 
Mechanic advertised in the Daily Telegraph on 14th 
September 1986. 



Although having left school only last year, I have had an 
interest in cars for some years. At school I took an elective 
in car maintenance and have beeii carrying out small 
maintenance jobs on my parents' car ever since. 



Enclosed is a copy of my resume for your consideration, 
together with copies of two references. 



Yours faithfully. 
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READING 

PROFILE SHEET / c^n C 9^7 

NAME ^^'^ date Q(U o> 0 I 

LEARNER TYPE 

DESCRIPTION OF TASK: (Comment on type of text, complexity J^f?*^^??^^ 
clarity, familiarity, etc. and attach copy if possible) »pp\L£XV V Ov^ J IvCT^^ — 

nup€d cx\r\d< cucr r^t) 



SKILLS (Mark those appropriate to the task) COMMENTS 



Coi\fidence 



Skills 

• identify English script ^>nrs\\\CKr uivtW^^ -ft:>r>0'>cd S:a<i>. 

• identify type of text and purpose / \^<2X\^>nS ^ g^- ^\aC<^w>avs:\*" doV^, 

• understand organization of ideas in the text ..Os3-(^CQ^^£^ '^\0^'rs^CK<z:Q^ , 

• understand relaUons between parts of the ^^^^[J^o((aYv^^ b^vtVN-?r^<^^ 

C Ks^DC <c>^ O^\\Qcii0V> 



• understand sentence structure 

• understand punctuation 

• recognize key words and phrases 

• understand meaning in pictures/diagrams 

• understand numbers 

• identify letters of the alphabet 



Strategies 

• read fluently 

• predict before readUig 
predict while reading 

• skim 

• scan 

• work out the meaning of unfamiliar words, using 

semantic clues 
syntactic clues 
grapho-phonic clues 

• adapt reading strategy to the task 

• use reference skills 

• adapt strategies when meaning is lost 



Comprehension 

•main ideas 
•meaning In detail 
•implicit meaning 
•attitude of the writer 
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GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 



Conr\ \VNQ,Y-\ opa.Y-^r^^Ov CK\r\c^ 



ERIC 
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WMTING 
SUPPORT 

Illustration of 
procedures 



Task 1 You want to withdraw $50 from your savings account. Your branch Is 
Lakemba and your account number is 438640. 
FUl in the accompanying form. 



COMMONWEALTH SAVINGS BANK OF AUSTRALIA 



PLEASE USE [ILOCK LE lirtlS 



csn 3M 

4 M 



WITHDRAWAL 



Air ynu sboui lo change 
yoiii Kdrt'Pss'' Pifiiise lei 

us know. 



BANK USE ONLY 



BRANCH ON 
PASSBOOK 



STATE 



PASSBOOK 
NUMBER 



RECEIVED THE SUM OF 
AMOUMT IM WORDS 



Tlie passbook musi be produced witn this receipt 



: iMm^. 



SIGNAFURE 
or OEPOS 



i^on .iw //,ir-f:.cio.i.('/.....K--|?^/'/'$: $ 



INITIALS 
OF S.B.O. 



— BANK USE ONLY — 



FINAL 
BALANCE 



1 




Reprinted with permission from the Commonwealth Bank. 
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WRITING 
PROFILE SHEET 

NAME rg-finrN^ nATpJ ^- ^ •'^7 

LEARNER TTPE g 



DESCRIPTION OF TASK: (Include comments on purpose, audience, topic, setting student's 
familiarity with the task) io -Pi } 1 it^ a hcxv^ Uiv\K dlrOooLXx\ -^ortvN » 



SKILLS (mark those appropriate to ttie task) COMMEPirS 



Coiyfidence in approaching the task 



• willingness 

• hesitation 



Coherence of message 

• the overall clarity of the message 



Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction qf the text 

• organization of ideas 

order of present? cion of information 
paragraphing 

• layout 

• register 

appropriateness of vocabulary 
appropriateness of sente ice structure 

• cohesion 

reference i.e, pronouns 
subsiitution/ellipsis 
conjunctions 
lexis 

• sentence structure 

tense 

word order 

use /omission of articles 
use /omission of auxiUaries 
subject and verb agreement 

use of prepositions ' \ ' • w \ ' 

• vocabulaiy, adequate for the task — U^^OcYvwVvOcT UjvVK ^^Qxa VoO-WnS 

• spelling, accurate for the task ^ spu2A\ vv>a - ^\ SL^\C\iMK^^ aCOJrcAo. 

• punctuation, accurate for the task O . * _3 

• number, appropriate to their function — cXd:^>Q^ Lorxl\^Vr> V'>N2c?rY^ct'L^ 
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strategies 



COMMENTS 



o 

ERIC 



• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

identilylng and correcting errors 

extending 

deleting 

reorganizing 

rewriting 

• for spelling, e.g. 

visual memory 
word patterns 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic 

asking for assistance 
copying from other sources 



^^^.'-HaJ'^ or icoo ' 



knowledge, e.g. 



GENERAL 
COMMENTS 



POSSIBLE 
TEACraNG 
OBJECTIVES 
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Task 2 You want to enter this competition. 

Fill in the fcmi and address the envelope. 



ANP, us u spcciul offer, 10 lucliy Sum rcadtrs can mu 
;i scl of six of these Auslralinn recorded books. Just 
complete :ind send in (he coupon bejow.. 




Address 

Tel No Postcode 

The tirsl 10 ciMrici; drjiwn will ooch rucnivo o sot ol 0 AitoUolian rocordou 
liotiks inuluiJiMy Jiuly Morris rondinji Elljol. Jolin Mnllton rgOciliiQ Louis 
Stomrs JoM^lis, otin q\ Iho oniliuM fiovoU sol In Sydnoy, Hoy DorroU 
ri<iKliii() Ihn Munry Lnwson s1ior| ^lorios. 

nnlrios iiu/n» be ructiivod 00 lolor rimri Monday Moy U 1087, Wliutefs 
will do iK/liliud by (iiail. 

Send your enUios lo:Tho Sun/RDC Talking DboU Givooway 

G.P.O, BOK7031 
'! CnO/?.y05 Sydney. NSW. 2001. 



/\W5TRALIA 36^; 



iho 



S^^^o\ n/sw\f tool 
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WRITING 
PROFILE SHEET 



NAME 



DATE 



LEARNER TYPE _L 



ERIC 



DESCRIPTION OF TASK: (Include comments on purpose, audience, topic, setting student's 
famUiarity with the task) "|^^^^ olyAgj^p^P^'^ "^^^ ^ Ca^ Ck^adidr'QS.S, 0>^0 



SKJLLS (mark those appropriate to the task) 



Coj\fidence in approaching the task 

• willingness 

• hesitation 



COMMENTS 



Coherence of message 

• the overall clarity of the message 

Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction of the text 

paragraphing S^>jaJiope. lauoof l^^apprGpoat^ 

appropriateness of vocabulary 
appropriateness of sentence structure 

• cohesion 

reference i.e. pronouns 

substitution/ellipsis 

conjunctions 

lexis 

• sentencv*^ structure 

tense 

word order 

use/omission of articles 
use/omlsslon of auxiliaries 
subject and verb agreement 
use of prepositions 

• vocabulary, adequate for the task 

• spelling, accurate for the task 

• punctuation, accurate for the task. 

• number, appropriate to their function" 



Reading and Writing AMcMment Kit 



/07 
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strategies COMMENTS 

• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. , — sO-OvdO'V-NCL^ 

rereading 

identifying and correcting errors 

extending 

deleting 

reorganizing 

rewriting 

• for spelling, e.g. ^r^W" rO^^ 

morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from otlaer sources 



GENERAL 
COMMENTS 




POSSIBLE 
TEACHING 



_ -+c> tx^C^vr^rG^ -Gl^\\^Oor L0\1K-Wv^ . 

c^ppropr\ari^e- V3.u<^:>iXt -for 

o^Jv«av^\^-^2x'o-p^ aod \^^Qc&orsjQj£, sucKosJ 

OBJECTIVES oi±>ru5,oVcd-tor\k c\v-<::jl cs^csf appcopnoO^ 




ERIC 
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Task 3 You receive a small present from a friend. 
Write a short note to say thank you, 



• ^r/^/f7 ^^^^ ^^^^^ r^/^S-o-r /<^s,uJ. 'i.ot^ 

J^rr^^ ' 

///7^y. 




ERIC 
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WRITING 
PROFILB SHEET 



NAME 



,DATE^'$.^7 



LEARNER TYPE 



DESCRIPTION OF TASK: (Include coirments on purpose, audience, topic, setting student^s 
familiarity with the task) -te oorite a«>c3rt rx3k..±5 Cv(^v<£i^ -Vt^avsVL Wvv\ 



SKILLS fmorfc those appropriate to the task) 



Confidence in approaching the task 



COMMENTS 



willingness 
hesitation 



Coherence of message 

• the overall clarity of the message 

Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction of the text 

• organization of Ideas 

order of presentation of information 
paragraphing 

• layout 

• register 

appropriateness of vocabulary 

appropriateness of sentence structure 

• cohesion 

reference i.e. pronouns 

substitution/ellipsis 

conjunctions 

lexis 

• sentence structure 

tense 

word order 

use/omlsslon of articles 
use/omission of auxiliaries 
subject and verb agreement 
use of prepositions 

• vocabulary, adequate for the task 

• spelling, accurate for the task — 

• punctuation, accurate for the task 

• number, appropriate to their function 



of 



o< -for c\ 3..^podV^Ctic rcodon 
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strategies 

• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

identifying and correcting errors 
extending 
deleting 
reorganizing 
rewriting 

• for spelling, e.g. 

visual memory 
word patterns 
morphemic ^Tiowledge 
phonic knowledge 
mnemonics 
syllabiftcatlon 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from other sources 



COMMENTS 



GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 
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ERIC 



ll 



A 



Task 4 You visit a friend. She isn't home. 

Leave a note to say you will telephone her later. 



ERIC 
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WMTING 
PROFILE SHEET 



NAME 



DATE 



IJEASNER TYPE 



3l 



DESCRIPTION OF TASK: (Include comments on purpose, audience, topic, setting student's 
familiaiity with the task) JLeAv/fi. a'not?u-fo a -fri(e.vr>d LoWd IS rvc^^- ofu horrN^^To 



SKILLS (mark Uiose appropriate to the task) 



Cotifidence in approaching the task 



COMMENTS 



willingness 
hesitation 



Coherence of message 

• tlic overall clarity of the message 

Script 

• ability to write upper and/ or lower case 
letters 

• knowledge of the names of the letters of 
the alpiiabet 

• flueno/ and consistency of script 



Construction of the text 

• organization of ideas . 
order of presentation of information i/^ 
paragraphing 

• layout 

• register 

appropriates »ss of vocabulary ^/"^ 
appropriateness of sentence structure 

• cohesion 

reference I.e. pronouns 
substitution/ ellipsis 
conjunctions 
lexis 

• sentence structure 

tense 

word order 

use/omission of articles 
use/omlssun of auxiliaries 
subject and verb agreement 
use of prepositions 

• vocabulary. ader: .;ate for the task 

• spelllnvi;, accural or the task 

• punctuation, acci.u'ate for the tas 



-(-lu^^^ script 



Oorn^xiS4<sv-N biG::V(js:)OjCy^ pr5s£*QjrNV^ 

^Tpa<sY^ osje^of ^Cs=^n-^ ^ ^Gav-r^e' 



C&<2 of CarrN>&.— rvNC^cArv^vQcsfe^ 



• number, appropriate to their funcUon" S>pCuVV\r^^>^ C^COrcx^^ 



ERLC 
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strategies 



COMMENTS 



• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

identifying and correcting en ors 
extending 
deleting 
reorganizing 
rewriting 

• for spelling, e.g. 

visual memory 
word pc '.terns 
morphe.nic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g 

asking for assistance 
copying from other sources 



GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 



— a 



Reading and Writut^^ AaMaamcrit Kit 



ERIC 



Sue H<M>d and Nicky Solomon 66 



Tasks 



You wont be home when your children arrive home from school. 
Leave a note telling them where you are, when you'll be home, and 
what th^ can do while you are out. 




ERIC 



WRITING 
PROFILE SHEET 



NAME 



DATE 



LEARNER TYPE 



DESCRIPTION OF TASK: (include comments on purpose, audience, topic, setting student's 
familiarity with the task) A rv^C -te -f^e ci^\ldr&^ I ^^e^ LOl^>Qn2 Mou are. 



SKILLS (mark those appropriate to the task) 



Confidence in approaching the task 



COMMENTS 



• willingness 

• hesitation 



Coherence of message 

• the overall clarity of the message 

Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction qf the text 

• organization of Ideas 

order of presentation of infomiation 
paragraphing 



2^ 



1^ 



layout 
register 

appropriateness of vocabulaiy i 
appropriateness of sentence structure 
cohesion 

reference i.e. pronouns 
substitution/ ellipsis 
conjunctions 
lexis 

sentence structure ^ 
tense 

word order 

use/omission of articles 

use/omission of auxiliaries 

subject and verb agreement 

use of prepositions 
vocabulary, adequate for the task 
spelling, accurate for the task 
punctuation, accurate for the task 
number, appropriate to their function 



or '^'Tv^v^liL/ou ^ 
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strategies COMMENTS 

• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

identifying and correcting errors no <2a) \OsQ.\Ni^ 

extending 

deleting 

reorganizing 

rewriting 

• for spelling, e.g. 

visual memory 
word patterns 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g, 

asking for assistance 
copj^ing from other sources 



GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 



7 



^da\)-Q}o>p cxO^QoS^r- cu^Q2.>rxass 



o 




ERIC 
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We 



iT^Ovv^ .^Ouw.^^O^- ^cuL. 4ov?«ftwj Xj^TTe^sr, Ju.s7- <un^ 
«^>^^«v^oi. _ - . 



^ovj^ct" cce€.„: wua^ .. . tr: Mjp-s ^. 

. -- Aoi/^- - 

^0 £o.^ c l€L 



1^ 



-'1 1 

^ n I? 

- ?1 

O HI 
C 

— CI 

-I ^ 
|3 



^ o 
o 



WRITING 
PROFILE SHEET 

NAME ^C>lar>dc^ DATE'^'^fciij- 

LEARNER TYPE t 

DESCRIPTION OF TASK: (Include comments on puroose, audience, topic, setting student's 
familiarity with the task) -fe) uSrit^ a r^d(Aii:>cUQtrar^r^ Scx^ KjlaJ u^tfU 



SKILLS [mark those appropriate to the task) COMMENTS 

Corifidence in approaching the task 

• willingness ^ 

• hesitation 

Coherence of message 

• the overall clarity of the message rw^s^scx^ ci^n 



Script 

• ability to write upper and/or lower case 
letiers 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction of the text 

• organization of ideas 

order of presentation of information 

paragraphing — ^r^or^ par^^^c^rr^phvv^ iAXxJ^d (oG^lp 

• layout ^ 

• register ^ 

appropriateness of vocabulary 
appropriateness of sentence structure 

• cohesion i ' h 

reference i.e. pronouns • ^ ^r&rvTui^S. ^r>->aA\Y>r\QS. o^r^\ll^^ 

substitution/ellipsis 
conjunctions 

• sentence structure___^ ^ v!^^ ts>p^^€di O 



word order 

use/omission of articles ^ ^ ^:>ccco+-^ Sorrto C<D)-fc*S;o>-> to^tK 

use/omission of auxiliaries ^ IcyTr^s/o*^ <lo.^o& s&o*-* as cni^ve-cjf-iNar hc\r<i ' 

subject and verb agreement ikut^ i 

use of prepositions-—'- '^^^'^I^j'^hCiev^rLM c^ccuz-afa. -feHKL-tasic — 

• vocabulary, adequate for the task ^--''txxTi Sc»v>e- l^QM too*"^ a=>ulo( bc /<2ar>-r1~ 



- spelling, accurate for the task - ii/j /J^_L/v->^r^o 

• punctuation, accurate for the task — 'T'<2^% -^ci^r^c^txAXt^ iinoLO^ ^ P^^'^.S 

• number, appropriate to their funcUon ^'f^ M.\ StOpS toWicK Coulii^ teO^rdoSHa^ 



ERIC 
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strategies 



COMMENTS 



• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

Identifying and correcting errors 
extending — 
deleting 
reorganizing 
rewriting 

• for spelling, e.g. 

visual memory 
word patterns 
morphemic knowledge 
phonic knowledge "~~ 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g 

asking for assistance 
copying from other sources 



GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 



— UMO^ O:^^ OLv-^ Cav\-t b<2_ orrM 
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Task 7 Imagine you are about to travel to another city. 

Write a telegram to a friend who lives there to tell her when to meet 
you at the airport. 



<$>4^ d-'^^ ^>^T^^7 
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WRITING 
PROFILE SHEET 

NAME On .DATE'^iA?? 

LEARNER TYPE ffi 

DESCRIPTION OF TASK: (Include comments on purpose, audience, topic, setting student's 
familiarity with the tasklWoL* ar^, ab=»uf -fe frovW "to artCbt^'e^r Cjtii. U^nl^ a 
•teJgqrQtv> -to ne>^ ib-t-Q-M -thei^ iA)ha>^ -fo c/ou at-H^e airport. 



SKUXS Tmorfc those appropriate to the task) COMMENTS 

CoTifidencc in approaching the task 

• will^.igness ^ 

• h^sitation ^ 

Coherence of message . . 

• the overaU clarity of the message ^ ^» ^ ^^^^ 



Script 

• ability to write upper and/ or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script v 



Construction of the text 

• organization of ideas - \r>c\Lxd^d O \<^i inr^jyaKt* 
order of presentation of information Vi^^orYv^c3Ct"i ov^ 

paragraphing 

• layout 

• register 

appropriateness of vocabulary • P j. / 

appropriateness of sentence structure — I ^Cx ppropnoUL tor d TQ}^ na kvn 

• cohesion U&^^ -fu/l SiO^^C^ rtxti^CT ^tKan 

reference i.e. pronouns C<bbr*GjJvCd^32jd -^ormS 

substitution/ ellipsis 
conjunctions 
lexis 

. sentence structure ^ ppS^^pr^S^ "WS.^ WvW 

word order ^ooti ' 

use/omission of articles 
use/omission of auxiliaries 
subject and verb agreement 
use of prepositions 

• vocabulary, adequate for the task 1^ 

• spelling, accurate for the task ^ 

• punctuation, accurate for the task 

• number, appropriate to their function 
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strategies 



COMMENTS 



• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g, 

rereading 

identifying and correcting errors l^o ^vj vd Gv\C.^ 

extending 

deleting 

reorganizing 

rewriting 

• for spelling, e.g, 

visual memory 
word pattems 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from other sources 



GENERAL Uv^-fc^w\\\\av^ LovtU r>^cj3.di a\obr320vcxV^ 

COMMENTS \avy?yuo^a^ h'Gr^ or MrKaps ii^Q. ooGius of 



POSSIBLE 
TEACHING 
OBJECTIVES 



lo use^ covst^t of por^onaj iX)rrtvVya SucK as 
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Tasks Imagine you want to apply for this Job (advertisement given). 

Write a Job application letter. 



xh ri 



1 to 
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WRITING 
PROFILE SHEET 



NAME 



LEARNER TYPE 



Jrk. 



DATE2LbJ7 



DESCRIPTION OF TASK: (include comments on purpose, audience, topic, setting student's 
famaiarlty with the task) -ho tori-hc a i<2)b .opplvaxi"\ov-> Iv^lttor rvCS-OOV^S.^?- 



SKILLS (mark those appropriate to the task) 



CoT\fidence in approaching the task 

• willingness 

• hesitation 



COMMENTS 



Coherence of message 

• the overall clarity of the message 

Script 



• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet 

• fluency and consistency of script 



Construction of the text 

• organization of ideas 

order of presentation of information 
paragraphing y 

• layout *^ 

• register 

appropriateness of vocabulary 
appropriateness of sentence structure 

• cohesion 

reference i.e. pronouns 
substitution/ellipsis 
conjunctions 
lexis 

• sentence structure 

tense 

word order 

use/omission of articles 
use/omission of auxiliaries 
subject and verb agreement 
use of prepositions 

• vocabulary, adequate for the task 

• spelling, accurate for the task 

• punctuation, accurate for the task 

• number, appropriate to their function 



of \av>a. -VWxV \s.i"cc> \v-^csrw<xl 
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strategies COMMENTS 

• for gettlrg started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

Identifying and correcting errors 'TnO ^^vdQA^>CJL 

extending 

deleting 

reorganizing 

rewriting 

• for spelling, e.g. 

visual memo:y 
word pattems 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabiflcation 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from other sources 



GENBRAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 
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Task 9 



Vou are looking for a Job. 

Write a letter outlining your education and work experience to send 
to a number of companies. 



7 HE U'tJlV'EFSAL Liy 
i4 . 2 9 GEC*6f ST . 
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WRITING 
PROFILE SHEET 

NAME M'Am^ DATE«^L£5^ 

LEARNER TYPE — =^ ^ 



DESCRIPTION or TASK: (include comments on purpose, audience, topic, setting student's 
familiarity with the task) To oov^ite, ex. axvrNva€£.\ma I'^-^ir to a Corv^p^^v^uj , 



SKILJLS (mark those appropriate to the task) COMMENTS 

Confidence in approaching the task 

• willingness ^ 

• hesitation 

Coherence of message . . , -X^U^^ 

. the overaU clarity of the message ^ of iq 

Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 

the alphabet /7 i <v> / 

• fluency and consistency of script ^ -HuO-vT CUr^S/iz-e, ^Cnp/ 



Construction of the text 

• organization of ideas — i»-^a(Dt:>r<3pO(5d'«e ondcr of 

order of presentation of Information ^^^IT 4Jr4n:-s% : . r ^/-^ 

paragraphing X HpY-'^S^WlO^-N Upf o ^OTv.^^ 

• layout i/ Unn<2jC><2SSO\n^ COK^iAf (pXra.3> 

• register )< '/oo -^Orw^<:xl ^'(^yv-sbraC-G-* 

appropriateness of vocabulary d^v-vd 0\ju2jrLt_^ ' Mrv^oIcXd'fe 

appropriateness of sentence structure <L\-<^6k loK^K-cr h^u c^juS IvLc 
•cohesion Ky>e:-te Kc^ p ' J 

reference i.e. pronouns \ 
substitution/ ellipsis 
conjunctions 

. sentfrfce structure — g^»->W^uJ Soo^d . 

tense c^Qrv^.r<xllu Opc^ - SO)vn^ Cor^-Vo5\ov^ \v;^ L^^S.. 

word order (p^^'tv^ , pr<2.S. pCT^^CT , 

use/omlssion of articles ( y ^^2^2*^ CX OnrrNarM -taacloec 

use/omission of auxiliaries V \ 

subject and verb" agreement p ■ , 

use of prepositions ^_^^aLO<aru2^of Ssrv^G, oppr^ri^^ . > 
. vocabulary, adequate for the task- Jli^t^Ss^onS (^V?2c:«JUa c:^^ 

• spelling, accurate for the task T • I ' SrnC£r3g.U^ UDurS 

• punctuation, accurate for the task u>^"K^ / iQy^ lO| SornG?^ CSf^-vSr 

• number, appropriate to their function -(on^v^LJ \CX\C '\uPQ-' Op<2nKw:^ cvv-cl 
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strategies 



COMMENTS 



• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

identifying and correcting errors 
extending 
deleting 
reorganizing 
rewriting 

• for spelling, e.g. 

visual memory 
word patterns 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from other sources 



GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 



CoY^v^^ or 
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TLAk 10 You purchased a new shirt from a department store. At home you 
noticed that it was damaged, You tried to exchange it but with no 
success. 

Write a letter of complaint to the manager of the store. 



m 

Bjt l-t<s -too Ua,. ItVw?^-Pr-t. -to cvNie , . 



^ /Anyway X''d "to . cW^e cy..vj dre^x . 
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WRITING 
PROFILE SHEET 



NAME 



DATE 



LEARNER TYPE 



it. 



DESCRIPTION OF TASK: (Include comments on purpose, audience, topic, setting student's , 
famUiarity with the task) ^o(.i»u^Ma^^ dap:^fJino&^1 ^pr^ i^Q^ yp^A^^^ 

r :l i> Corv> plat w>^t "tp arpTC^ ^>v^<arsa^O^, 



SKZLLS fmorfc those appropriate to the task) 



COMMENTS 



Coqfidence in approaching the task 



willingness 
hesitation 



coherence of message ^.x^k , , , . 

• the overall clarity of the message Gov^osio^ oJco^^i^-v^pnibl^ Or rvDT 

-filing ^ ^ b^.»r»-2 o^a^^w^v^:^^^. 



Script 

• ability to write upper and/or lower case 
letters 

• knowledge of the names of the letters of 
the alphabet . 

• fluene/ and consistency of script \/^ 



Cortstructfon vj the text 
• organization of Ideis 



layout 



paragraphing "ffevoCs 1bb<2^iv-i c^rviujli*^ -for^^^u^rx^ , 



• register y Sow-^^^ \a»^* loo \v-^or<v-o^\ 

appropriateness of vocabulary 
approprlater^^us of sentence stmcture 

• cohesion ^ 4. ^ t+-o-^ 

reference i.e. pronouns ^ 
substitution/ellipsis 
conjunctions 
lexis 

• sentence structu 
tense 

word order 

use/omission of articles 
use/omission of auxiliaries 
subject and verb agreerpclit 
use of prepositions 

• vocabulary, adequate for the task 

• spelling, accurate for the task 

• punctuation, accurate for the task 

• number^ app'X)priate to their function 





tV>ste<5k^ of pasft*— i^J^VoU Ca.os^ Ccs^^Sji^^^ 



or Orv%\1 
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strategies 

• for getting started, e.g. 

making notes 
making a plan 

• for drafting and editing, e.g. 

rereading 

identifying and correcting errors 
extending 
deleUng ^ 
reorganizing 
rewriting 

• for spelling, e.g. 

visual memory y/^ 
word patterns 
morphemic knowledge 
phonic knowledge 
mnemonics 
syllabification 
fluency and speed 
use of dictionaries 

• to compensate for limited linguistic knowledge, e.g. 

asking for assistance 
copying from other sources 



COMMENTS 



GENERAL 
COMMENTS 



POSSIBLE 
TEACHING 
OBJECTIVES 
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GLOSSARY 



Coherence : the sense a message makes. 
Cohesion : the way a text is bound together to create a whole meaningful unit. 

Cohesive devices or ties ; the linguistic elements (I.e. conjunctions, reference system, substitution or 

ellipsis, lexical cohesion) that hold the text together. 



Contextual clues : 

Drq/Mng: 
Editing: 

Ellipsis : 

Craphophonfc clues : 
Key words : 

Lexical coTtesion : 

Mjscues : 

Mnemonics : 
Morphemic knowledge : 

Phonic knowledge : 
Prediction : 

Reference skills : 
R^erence system : 
Register : ^ 



Scanning 
Semantic clues : 

Sentence structure ; 



the non-lingulstlc features (e.g. pictures, diagrams, logos, colours, 
headings, layout* bold- print and the physical setting that provide 
meaning. 

the process of getting Ideas on paper. 

the process of changing and developing Ideas while drafting, or after a 
draft has been completed. 

where the part of the ♦ jxt that refers back Is left unstated, 
e.g. They're going oM, but I don't want to [go out]'. 

clues from the letters, letter combinations, and the soimds they represent 

content words that provide important clues to the overall meaning of the 
text. 

the relationship of vocabulary items to th.e same semantic fleld through 
reiteration or collocation. 

errors made when reading. 

ways of remembering rules or spelling patterns* 

knowledge of word roots and inflections, such as sufllxes and prefixes. 

knowledge of letters, letter combinations, and the sounds they represent. 

making Informed guesses about the meaning of a text before and while 
reading. 

being able to locate information where it has been organized systematically 
(alphabetically, numerically or categorically). 

the words used to refer to objects, individuals or places mentioned 
elsewhere in the text. 

the characteristics of the language used to signify a particular genre. 
These will depend on 

• fleld— the content area 

• mode— the channel of communication 

• tenor— the relationship between the reader and the writer. 

locating specific Information in a text while ignoring the rest. 

what we already know about the topic (from the text and our own 
experience). 

the grammar at the sentence level, i.e. how words are organized to 
construct meaning. 
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Skills : 
Skimming : 
Strategies ; 
Substitution ; 

Syllabification : 
Syntactic clues : 
Tasks : 
Visual memory : 
Word patterns : 



what abilities you need to have In order to do something, 
looking quickly over a text to get a general Idea of what It Is about, 
the processes used In order to do something. 

words used to link parts of the text by referring to objects named elsewhere» e.g. 
'If I buy a new car, you can have the old one'. 

breaking the word Into syllables and dealing with each segment individually. 

clues from the sentence structure (I.e. the grammar). 

purposeful real-life activlUes where some communication takes place. 

recalling the way a word looks, including its length* shape and letter sequence. 

groups of words that have similar sound-symbol correspondences, such as eat/ 
heat/meat. 
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